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PREFACE

It has become somewhat of an annual tradition at the Nassau Library System to provide
member libraries with flyers detailing the "Checklist of Services" that are available
by,virtue of membership in the cooperative system. Included on the annual "Checklist"
under "Administration" are several consultative services tliat, within the past two year
period; have resulted in the completion of nine member library surveys. On the
checklist the offerings read - Building consultation, Community surveys and site evalua-
tion, and Management assistance In each case, the exact focus of the survey varies
among libraries, as some request studies to gather opinions about building options,
others seek to streamline procedures and possibly reduce staff, while others are concerned
with possible methods to reverse declining circulation figures, etc. In the case of the
Shelter Rock Public Library, interest in an overall survey probably stems most directly'
from participationin the test phases of the Rutgers University study funded by the U. S.
Office of Education during the early 1970's. The study concerned itself with the
"Measurement and Effectiveness of Public, Library Service." Unfortunately, as is the
case with so many similar federal projects begun in the late '60's and early '70's, fund-
ing dwindled to the stage that much of the statistical data collected in the project remains
today in the raw, unanalyzed state that is of limited value to the sample particimasi
such as Shelter Rock. Thus conscious.of the value of evaluation and curious about the
possibilities for impi:ovement through change, it is a natural follow-up to find that the
Shelter Rock Public Library Board of Trustees met With Mr: Andrew Geddes, Director of
the Nassau Library System on the night of October 23, 1974 to discuss the scope of cr
system study of the total library plant. By letter, dated October 25, 1974, Mr. Charles
H. Lesser, President of the Shelter Rock Board, wrote officially requesting that the
Nassau Library System undertake a survey of the public Jibrary. Replyirn to the Board's
request by letter dated October 3Q, 1974, Mr. Geddes agreed that the System's staff,
would undertake the study during 1975, and further stated that the System was apprecio -
tive of the "opp,ortunity to be of service to the Shelter Rock Library community."

In beginning the study of the Shelter Rock Public Library, the Director assembled for the
consultant team at the System all relevant documents such as past studies of the community,
Board minutes for the past year, scale arawiniopf various areas in the library building,
staff work weeks and description of duties, map of the district, etc. Prior to beginning
on-site visits by the consultant team, the System also prepared background statistical data
both on the budget of the library and on the, ,socioeconomic condition of the families in
the district. In addition, as part of a continuing project to improve the survey team
technique, Shelter Rock served as the first site of a staff orientation session designed 'to
inform all staff of the ongoing study being made a,nd also designed to elicit staff ideas



through completion of a questionrraire (see Appendix C-1). The next phase involved
site visits by the NLS'consuttant and specialist team'to observe facilities and materials
first hand and discuss with related staff memberts the plans for various service points
within the library. Once reporls were completed by each team member,which often
involved follow-up visits, the total mass of data was reviewed, revised, and rearranged
to assist in arriving at the various conclusions and recommendations which are scattered
throughout the survey as well as being capsulized and crystallized in the final chapter.
To be of value to the Shelter Rock Public Library, the various,suggestions deserve the
review and consideration of the Board of Trustees prior to acceptance or rejection,for
only they are appointed executors of the library's future.

For a Director the whole process of having a survey must be somewh similar to having
company in the house for about *r months. And, of course, during-the months of the
survey the whole library operation oan't just grind to a halt,' so the patrons keep coming,
the programming goes on, and somehow squeezed/into these crowded moments time is
found for planning talks, consultant interviews and space analysis. Credit for all the
behind:lhe-scenes coordinat,ing that makes the survey possible belongs rightfully to the
Director who made the months of this study educational, pleasant, and interesting for
II of those involved. And, it must also be said, that no one could spend time with the

S elter Rock staff without coming away inspired by the vast array of talent and pr.f
co ern that is exhibited by all .

This udy of the Shelter Rock Public Library includes the effort aod initiative of counties's
membe of the Nassau Jibrary System stuff -- from printer, to tbsose in the secretarial pool,
and all f those individuals with professional specialties. The finished report then a

composit of many individual' opinions and suggestions that were coo5iinated and wrItie
by Miss U om wit the exception of the chapter on community relations compiled by
Mrs. Glase and filth on technical services ,authored by Mr. Pfefferle. NLS staff pro-,
fessionals co tributing to the project were

'A

Gloria Glaser - Public Relations Consultant
Estelle Goldstein Adult Services Specialist
Edward Hingers - Audiovisual Consultant
Muriel Javelin - Interagency Consultant
illian Katz - Audiovisual Specialiit

R hard Pfefferle - Chief of Technical Services
thia Randall - Reference Coordinator

Juli Russell -Young Adult,Services Specialist,
Age Level Coordinator

Linda llom - Administrative Assistant to Director
Barbara Wolfson - Children's Services Specialist

Andrew Geddes, Director
A um1.,,12715.,
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populated sections of Nassau County. ;No mass transit

trIseasonable iiigNstance of the library on Searingtow,n Road. The
urban BusAtj r doei have routes.that cross through'the uniquely

r Oho distq#n Iside Avenue, Jericho Turnpike, Willis Avenue,
ad, The.a orth -south routes lead into Jamaica Terminal

Terminal at ly 4-by- ...transfer. Service to the district by the
ad follows er Bay Brcrnc'h with a stop at the Albertson Station,

' or the Huntingtki-Port Jeffeiqrlika ch along the southern boundary of the Dishis.t
with Merilloii e S tron beina4 0' nearest stop. For auto traffi
Expressway and t ir\r\lo\r State Pa
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boundary and Meado,,Wbrook Parkway is access ble along Ale eastern boundary. Major
orterles_crossingthe_DIstria_avoi1. U. W.i I lets Road, Hillside Avenue, and Jericho
Turnpike for eastrylest movement and Rollyn Road, Willis Avenue, Searingtown Road/
Shelter Rock Road for north-south movement. Large sections of the District are criss-
crossed with smaller side roads that are designed so as to discourage heavy traffic
volume. Placement of the library was dependant to a larger extent on centrality
than on location near shopping centers which can often lessen chances for maximum
circulation.

Eight census tracts are included in the Shelter Rock"Public Library District - 3021.02
(pt.), 3022 (pt..), 3023, 3024, 3025.01, 3031.01 (pt.), 3031.02, and 3032.01
thus complicating the construction of an exact profile of the area. Median family'
income in the District (according to the 1970 census) ranges from a low of $13,518
in tract 3022 (only partially in the District) to a high of $30,545 in tract 3025.01
as compared with the overall Nassay,County median of $14,632 which falls between
the high and low recorded for the Shelter Rock area. Tract 3022 is on thelnost
northern extremity of the District and is split between the Shelter' Rock Special Library
District and the Roslyn School District, while tract 3025.01 borders on Meadowbrook
Parkway and is on the east side of the District. The library building itself is situated
in tract 3023 which has a median income of $23,938, considerably above the county,
average. The range for the percent of all families below the poverty level is consistent
with the range among the tracts according to median income. In tract 3031.01
(partially in the Special District), the percent below the poverty level is,,insignificant
and thus not recorded at all, while the highest percent of all families j?el4w poverty
level occurs in tract 3022 (also partially in the District) and is recorded 's 7.1%. A
more representative tract (3023) records the percent below poverty at 2.2. Com-
parison of income cluster patterns is also representative of tracts. In the elter Rock
District, three tracts (3022, 3024, and 3031.02) have clustering occurrin at the in-
come range of $10,000 - $49,999 with between 65 and 75% of all the faro lies in the
tracts having incomes within this range. The tract 3023 (location of the library build-
ing) has 71.05% of all its families making between $15,000 and $49,999: Three
tracts have clustering, at even higher income levels (3021.02, 3025.01, and 3031.01)
with the range in these areas being from $15,000 to $50,000 or more annual income
for 70 to 85% of 911 the families. Five of the census tracts list the major occupational
grouping as "professional, technical, and kindred workers" (3021.02, 3022, 3024,
3025.01, 3031.01), while tract 3023 ( location of the library building) records a
larger group occupationapy claliified as "managers and administrators, except farm,"
and the two remaining tracts' list the largest occupational category as "clerical and
kindred workers" (3031.02 and 3032.01). _Three tracts (3022, 3024, and 3031.02)
have a significant number of workers employed as "craftsmen, foremen and kindred
workers." According to the very thorough paper prepared by_Edith T. Hyman entitled
"The Community Served by The Shelter Rock Public Library," the "most i portant
industry" in the District is the Human Resources Center just northeast of th
itself. This Center dmploys both disabled and mentally retarddd workers a d has
captured several go4drnment contracts. So successful has the Center been that it
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remains a model for other areas of the Country in designing and setting up workable
programs for the handicapped. In all eight tracts, the median school years completed
exceeds 12 with a,range from 12.3 yeqrs completed in 3022 and 3031.02 to a high of
14.9 years completed in 3021.02. From all appearances, it would seem tat the
average Special District adult resident has had schooling of either a technical or
college level. Thus far then, the Special District profile does sho that the majority
of the residents are making above average incomes, are white collar workers, and
have some educational experiences beyond high school. In order for the Shelter Rock
Public Library to serve its community most effectively though there must be some
provision made to attract the minority groups in the community which are earning
below county average incomes and are caught in the poverty cycle. And although
there has been considerable effort during the past decade put into devising effective
ways to serve the disadvantaged through library experiences, nearly all studies re-
veal that none of the alternative service patterns are easily instituted and all require
a firm committment to expanded service consequently, it is clear, that no less than
total Board and administration committment to a change in service philosophy would
ever result in improved and increased service to the economic and educational
minorities in the District.

In Nassau County as a whole the school age population is declining, elementary
schools are shutting down, maternity wards are being converted to other uses, and
generally the median age is rising at 'a rapid rate,. In the Shelter Rock Special
District though the over 65 age group hai reached significant proportions in only
two tracts - 3022 (only partially in the District) with 9.63% of the population over
65 and 3031.02 with 8.14% of the population over 65. The tract with the highest
percent of youngsters in the under age 5 category is 3,024 which has 6.66% of its
individuals under age 5. Tract 3023 (location of the library building) has 4.13%
of all individuals under the age of 5 and 2.54% over the age of 65. Actually, the
planners at Shelter Rock have some time to work out detailed plans for most effectively
meeting the needs of the growing numbers of elderly. With two target areas of rather
high numbers of Senior Citizens though, the decision to realign service options for
'the elderly should be made to respond to a county-wide trend. According to census
information on "country of origin," there are important segments of the Special
District comprised of foreign stock. In no case though does foreign stock comprise
more than 50% of any tract's population - tract 3031.01 leads all eight tracts
49.39% of the individuals beins*aWeign stock. Four tracts (3021.020023,
3025.01, and 3031.01) record the lar4e4 number of foreign stock originating in the-
litS.S.R. while the remaining four (3022, 3024, 3031.02, and 3032.01) have their
largest foreign stock originally from Italy. Other countries from which sizeable .

numbers of the District come are Poland and Germany. Only one tract (3021.02)
has a significant percent of "persons of Spanish language," with country of origin
not designated. From information gathered by Edith Hyman for her paper, it would
appear that sizeable numbers of the comntranity are Jewish (there arektsynagOgues
in the Special District) with other religious bodies of noteworthy size being Lutheran
(5 churches in the District), Methodist 0 churches), and Roman Catholic (5 chur hes).

(
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Racial in 'Nassau County as a whole, 94.9% of the population is white, 4.6%
..ttrkth.Negro, an .5% are of other groups. In all but three e eight tracts, the

percentage of Negroes in the population does not even reac the 1% level. The
largest peltent of Negroes accirs in tract 3022 (partially in the District.) which
has 10.18/a of all individuals recorded as black, next is tract 3032.01 with a black
population of 3.9%, and last is tract 3025.01 with 1.6% of the population black.
In determining library goals and objectives, in actually pukhasing materials for
the community, in devising programs that will'answer eithei a real need or offer
entertainment, library planners must always keep in mind the diversity of the
population they serve and attempt to,successfully mold services and programs to
the uniqueness of the community. Certainly there is individuality and variation
in the Shelter Rock service area but unlike many more diversified neighborhoods
there is a degree of homogeneity that could tempt planners, to overlook the minority
groups (minority in terms of ct,,or economic status, or schooling, or race).
Raising the level of consciousness to ade constarkt perception of the minority
individuals in the Special District must me part \of the library planning program.

The public schools within the District (use Appendix A-2) are attached to one of
three School Districts that cross the Special District boundaries - U.S.F.D. #10,
Mineola; U.S.F.D. #2, East Williston; or U.S.F.D. #9, Herricks. Only the .

Herricks District has all of its school facilities located within the Special District
borders, including: Herricks High School, Herricks Junior High School, Center `-''',
Street Grade School, Denton Avenue Grade School, Park Avenue Grade School,
Searingtown School, and Wickshire Grade School. East Williston District 02 has
only one elementary faclity actually within`the SpeciatDistrict lines - the Willets
Road School, and Mineola District #10 has two school buildings in the Shelter Rock
service area - 1) Mineola High School and 2) Oeadow Drive Grade School: While
it would appear that such fragmented arragement would offer difficulties for
creating a library service rea identity, the Hyman report indicates that at least
one project has seen tri-di ict cooperation among the schools, indicating that
unified action and cooperation among the three districts is not limited to public
library activity. Of the many non-public schools within the three school districts,
only one - the Human Resources School for handicapped youngsters from nursery
school through 12th grade - is actually within the Special District boundary.

.,,
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`HISTORICAL PERSPECTIVE

"It would have been much easier to open a bar . . ." - how appropriate that this
phrase was used near the end of the campaign to gain a public library facility for
the jurisdictionally fractured area given the name - Shelter Rock. There is little
doubt that the many, many i dividuals who had a hand in helping to establish the
Shelter Rock Public Library w uld find a great deal of irony in the often quoted
statement - in the United Stat , government is designed "for the people." Why
then, one might ask, did it tak over three years of legal maneuvering and polit-
ical compromise for "the people" i ihe Shelter Rock area to realize their goal of
a tax-supported, free public ligrar0 n answer to this question can be found
partly through the Governor's Mem:am:turn dated May 1,1962, which accompanied
approval of Assembly Bill, Print Numia.5446 establishing the Shelter Rock Public
Library. Then Governor Rockefeller stated:

- The difficulties which have been encountered by the sponsors
of this and other bills of this nature and the repeated appli-
cation's which are made for special authorizations to estab-
lish such libraries, all indicate the need for.revision-of ex-
isting statutes under which public libraries may be established
so that local governments may better provide library service
for all the people of their communities.

Interestingly enough, despite Rockefeller's concerns of 1962, the statutes remain to
this day essentially unchanged so that units that are in unincorporated communities
or that are outside the boundaries of village or school district libraries face the same
uphill bat*: that Shelter Rock faced to secure public library service for their residents.
For these areas, Shelter Rock has become a model to follow for realizing success.

According to the rather complete report of the "Origins of the Shelter Rook--(ew
York) Public Library," compiled by Elaine Seaton in partial fulfillment of the re-
quirements for a Master's degree at the C. W. Post Graduate Library School of Long
Island University, the first concern fora public library in the present area of thi:
Shelter Rock Public Library is traceable to the Nov 1954 letter of Mrs..NiOl'Ut
Zalkin, Co-Chairman of the Library Committee the Wickshire c (now in the
Herrick District), to the Division of Library be eloPment itr Albany.. hers involved
in the inquiry were Miss Mary DeMdrrais and the Principal of the Wickshire School,
Mr. Raymond J. Quick. As the Division of Library Development could'offer no
promising solution for library service in the unincorpotated areas since parts of the



II.-2

nearby school districts were already served by village libraries (in etsence creating
other fractured units), the local PTA elected to establish and operate a token liJATy
in the school. During May, 1957, Mr. Herbert Paul was selected to be Chairman
of the Herricks Public library Committee by the Citizens Advisory'C.Kouncil of the
Herricks School District which consisted of representatives from 20 civic and educa-
tional organizations acting as advisors to the Board of Education. Despite much
public speaking on ihelack of adequate public library facilities in the immediate
area, Mr.-Paul too disCovered that the jurisdictional matter of establishment was
quite complex and gradually his project petered out. The third major push for a
public library has come tote known as the Dewey Avenue Fire House meeting
which was held in the eearly part of 1960 and was organized by Mr. Gerard Seufert.
From this and subsequent meetings, the decision was made to wo for a tax free li-
brary to be temporarily suppokted by public su cription since_t_e impossibility of
establishing either a school drarict or villa nary was already common knowledge.
The Dewey Avenue,Fire House and other m tings which followed shortly thereafter
represented the first move away from prim ry involvement in establishment of a library
by thelocal school district personnel. By May,, 1960, local citizens with the assistance
of Mr. HenvsShearouse of the State Library Extensiq Division had agreed upon the
goal of acqdtring 4,000 books the first year and thereupon formed three committees to
further progress toward the goal - 1) Board of Trustees,. 1) Publicity, and 3) Fund
Raising. Mr. Seufert was chosen to be acting Chairmen of the Board of TrUstees. The

area that was seleaed to be the target site for the new library included the unin-
corporated portionsci ten communities - New Hyde Park (now served by the Hillside
Public Library), Herricks, Williston Park, Hillside Manor, Garden City Park, Sear-
ingtown, Albertson, Mineola, Roslyn, and Roslyn Heights. The original three com-
mittee structure of the local citizens group \eventually evolve into only two bodies,
i*.e. the Board of Trustees which concentrated on legal and po 'tical chat enges and
the Friends of the Library which worked on fund raising and pub icity pro! is during
the next three-year period. According to Mrs. Seaton though, the separa on of the
two group was far more cidificial than actual as they functioned as °nth up more
often thanolot. AppliPation fora charter from the Division of Libra Development

was made on June 10, 1960. The first official Board of Trustees ch64 for charter
ap ication consisted of Mr. Gerard Seu rt, President; Or. Herbert Pa Vice-
President; Mr. Henry Parry; Mr. Danis Shapi and Mr,. Sal Mulay. In, addition, Mr.
George R. Johnson acted as Treasure of group and Mrs. Minna Paul was selected
to be Secretary w h Mr. Herbert B in, attorney for the Herricks School District, being

chosen as advisor. the Board. From the foregoing listing it is clear that some of the
Original push for a public library that had originated within the44atdcl school was
still of major importance in the formation of the library, with both Mr. Paul and Mr.
Bolin having school district co ti s. Just for purposes of securing the charter,
the Friends group was designated as t ' riends of the Library: Albertson, Garden
City, Herricks, Hillside Manor, Raslyh Hew aringtown." It was not until June
21, 1960, that the Board officially chose the name "%triter Rock Public Library" -
the brainchild of Mr. Herbert Paul. Mr. Paul's creation came from his knoviledge of
the local area and the past significance of "Shelter Rock" which is a "natural stone
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formation" some 600 feet south of Northern Boulevard near the street named Shelter
Rock Road. According to local historical accounts, Shelter Rock provided a protected
spot for early travelers to rest as they trekked across the open countryside. Once, the
name was agreed upon, the Friends group, led by Mrs. Sondrea Messing, also beCame
Friends of the Shelter Rock Public Library. By July 11, 1960, shortly after his
appointment as advisor to the Board, Mr. Bolin was already reporting - "special
legiSirAtion will have to be passed in order to set up a library district." It was not
long thereafter that the Board began in earnest le_follow,through on the political
steering of the library effort by inviting two contendersin the pending assembly race
to attend a Board meeting and outline their plans for special legislation should they
be ejected. The Friends group was also actively seeking contributions. One tech-
nique for fund Iftrising.involved requesting local organizations to contribute $25 to

the campaign. Each organization was also requested to appdint a library committee
member to work on coordinating local efforts. Even every member of the Board of
Trustees and of the Friends Comtittee was asked to chip in $10 to the library effort.
In fact, the zeal fore fund raising and the ingeniokhs techniques used to gather finan-
cial backing attest to the determination of the Friends leadership. By September,
1960, the nfonthly issues of the Library Bulletin were being mailed to every househOld
in the target area. Somehow in the midst of all the flurry over gettikg the library or
sound footing,, there was time squeezed in to begin the first regular public library
service to the district which-consisted of a series of Saturday morning Children's
Story Hours held in different elementary schools in the area. Assisting with this
undertaking was the"Children's Consultant from the Nassau Library System . The high-
light of all the fund raising events was the house-to-house campaign. which was or-
ganized by Mr: Herbert. Davison and involved the training and orientation of sizeable
numbertof volunteers. The ongoing push for a public library appeared deistined for
success until the early months of 1961 when the special legislation bill was killed
by the Assembly. Recovery from depression over thriefeat of the legislation was rel-
atively swift, though as further study showedothat a technicality invoMng the borrow-
ing power of the new district had worked to defeat the bill. And, in fact, as more
became known about the process of getting a piece Cif special legislation passed, it
became clear that opposition to creation of a special district library was surfacing

'from the Governor's office, the Attorney General's office, the New York Library
Association, the Town of North Hempstead officials, the State Education Department,
and the Comptroller. By Mcw, 1961, Mr. Bolin was outlining plans to "use the legal
services of the State Education Department" and to seek "prior approval" from the
'State Education Department and the Comptroller'S Department of Audit and Coritrols
"before the legislature meets." The opposition of the Town officials to the legisla-
tion was resolved through a "memorandum of understanding." Obviously though the
legal technique and preplanning compromises were successful forlby January 31, 1962

the bill had gone all the way to the floor of,thf New York State Senate and by April
30, 1962 Governor Nets& Rockefeter had signed it into law-. The first hurdle was
ixthind the library planners at Shelter Rock but the future was not yet certain because
the legislation required a vote of the district to confirm intent to establish and support
a public library facility. The speciaLpiection'held on June 30, 1962, presented the

411-%
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elected Board members with a clear mandate to begin the Shelter Rock Public Library;
votes cast were 1,658 in favor, and 438 opposed. The five trustees elected on that
day were Mr. Herbert Shalat, Mr. Morton Barrow, Mr. Leonard Peddy, Mr. Herbert
Paul and Mrs. Sondrea Messing. Less to a month after the election, the Board
negotiated a 3-year lease for space in what had formerly been a druglipre. By the
time realization of the goal of a Shelter Rock Public Library was definite, the library
had already been received into membership in the Nassataibrary System. On
October 1, 1962, Mr. Leonard Hammer was named Director of the Library and from
then until March, 1963, the library was readied for the grand opening. The former
drugstore required a substantial amount of remodeling and the collection itself had
to be assembled and readied, Contributing to all of this work was the local Friends
group. The official dedication ceremonies were held on February 24, 1963 and on
March 4, 1943 the library itself was openedfor business. Growth years beyond this
opening day record an interest in the children of the community expressed by hiring
a full-time children's librarian in January.,, 1964. The second director of the Shelter
Rock Public Library .(Mrs: Frances Golub) assumed her duties in November, 1965 just
in time to begin planning for the space needs of the library which were .outstripping
the size of the original leased building. Aware of the problem, the Board started plan-
ning for a new facility and began once again to inform their public, this time of the need
for space. In recognition of the effectiveness of the materials designed for the library
building campaign, the Shelter Rock Public Library was awarded an Honorable Mention
in the American Library Association's Library Administration Division's annual public
rlations contest for 1970. In deciding upon the most, appropriate location for, the new
facility, an actual count of houses was made so that the site would be equidistant
from all points in the uniquely shaped service area. The bond issue results turned in
a vote of 2 to for the new building and construction began. The design of the li-
brary adds an architectural highlight to the area and was so recognized by being
awarded a Silver Award in the 1970 design competition sponsored by the Long Island
Association and. the American Institute of Architects. The design was created by
Bente! and Bentel and was opened to the public on March 2, 1970.

The Shelter Rock Public Library is open 60 hours a week the majority of the year with
the schedule being from 10 a.m. - 9 p.m. Monday, Tuesday and Thursday; from 2 p.m.
- 9 p.m. Wednesday; from 10 a.m. - 6 p.m. Friday; from 9 a.m. - 5 p.m. Saturday,
and from 1 p.m. - 5 p.m. on Sunday. During the summer months, on both Saturday and
Sunday, the library remains closed.

The library itself is Stftieted at the base of the deep bend in Searingtown Road (a major
thoroughfare in the,,Zaea) in wihdl might be called institution row. Further north of
the library is the Human Resources Center; next door to the library property is a VFW
hall and on the other side is a neighborhood park with a pond, and continuing around the
bende.in the road is a Jewish synagogue. The property chosen as the site for the new
"building then is removed from the main stream of shopping traffic that frequents reasonably
close shopping centers. The setting enhances the building and the surrounding grounds
add an openness not often possible in the ever compacting county suburbs. Parking at

L
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Shelter 'Rock is a real pleasure as the available lot provides sufficient space for sizeable
auditinces. If additional places are eve, needed, the VFW is willing to assist with other
parking facilities.

From the side parking lot, entrance to ti e library follows a concrete walk about midway
down the length of the building to the main doors., Affixed to a pane at the entryway
is the nationally recognized safety symbol designating the facility as one accessible for
the handicapped - i.e., having dOor frames, water fountains, toilet facilities, etc.
designed for wheel chair use. There is a glass enclosed foyer leading to the public
rest rooms the left), the meeting room (on the right), and the library proper (across
from the ou ide entrance). Both this foyer and the showcase area in the main library,
directly in front o f the circulation desk, have an attractive rock flooring and distinc-
tive lighting plus well-placed potted plants to add eye appeal and interest to the li-
brary experience. To the le f the showcase area is the Children's or Juvenile section
of the library which is cha . The rich wood tones of the interior are accented by
window placement and brit* carpeting and furnishings. Two Japanese kites from a
previous exhibit flutter in the central air drafts and add a feeling of life to the atmos-
phere. The clever window box seats in the picture book area have appeal for all,
even the young-at-heart. In the far corner of the Juvenile section is a U-shaped
story hour room with stair-step carpeted seating for the youngsters. Across the room
from this story hour area is the Children's Librarian's office which is draped for some
privacy, although one glass wall does make the children's area always supervisable.
To the right of the entrance is the young adult area which, while housing young adult
materials, is coming to be used as the site for Information and Referral headquarters.
Following along the outer wall from the young adult area is the recent periodical
storage section and reading lounge, rather secluded in a wing not supervisable from
the main circulation desk. Between this lounge area and the large section of carrel
seating, the reference collection, is housed. A conference room for Small group dis-
cussions is situated between the carrel area and the art and musk shelving and study
portion of the main floor. Along the far wall of the adult section is a sizeable area ,

of shelving for adult fiction and non-fiction that can easily accommodate future
collection growth. Right in the center of the adult seotion, there are tables and
chairs and lounge furniture for reading and study, the vertical files, some listening
areas, and staff desks for Art and Music and for Reference. Across from the Young
Adult area is a glass enclosed conference area that contains the framed print collection.
Directly in front of this memorial/conference urea is the'card catalog. To the right
of and behind the circulation desk is the Adult Services office which functions frequent-
ly as the main reference desk. Passage thtpugh the Adult Services office lads to the
main workroom area which is two-story with an open well on the second level. The
Director's offiCe, the 134siness office, Technical Service operations, data processing
operations, the delivery entrance, staff rest rooms, etc. are all found on. the first
level woticarea. On the second level, the staff lounge area, storage of older periodicals,
custodial quarters, the Chief of Technical Services office, etc. are 'located,

From the foregoing information on the historical background to the creation of the



g
II 6

Shelter Rock Public Library and the present facility it almost appears that the citizens
of the Shelter Rock special library district have experienced a "dream-come-true."
This survey will deal with aspects of the present operation that can be expanded,
modified, or perhaps restructured to further enhance what is a solid, some would say
model, public library find will also spend some time elaborating on the present
operation and its strong points.
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THE LIBRA S BOARD OF TRUSTEES,

/
rustees for the Shelte'i Rock Public Library are elected by the quct)ified voters

of e Special Library District served by the library. The first election of trustees
o curred on June 30, 1962 with five individuals being chosen to serve. Since,
ihat date, there has been an election For one trustee continuation or replacement

/held each yeai. Each elected Board member serves without remuneration for a
period of five ears. The five member Board is guided by the dictates of the "Shelter
Rock Public Library By Laws" whiCh were adopted on August 27, 1962: One of the
few amendments made to the "By Laws" over the years concerns increasing Board
meetings from a quarterly'arrangement to a schedule of meeting on the fourth
Wednesday a each month. Board meetings,are held at the library and are open
to the public. There are two officer positions on the Board -- President and Vice
President,-- that are annually filled by vote of the trustees ("at the first meeting,
in January, commencing 19641; In addition, the Board also annually "designates"
the fol owing Board offiCers: Clerk, Counsel, Secretary, Treasurer, and Assistant
,Treas rer. The "executive officer of.the Board" is the Director of the Library and
this rson, as all other Board officers, is in attendance at "all Board meetings, -
ex pt executive sessions." The "By Laws" provide for the establishment 61f four
st nding committees within the Board -- Budget, Audit and Control, Housing, and
P blic Relations.

Comparing the present Shelter Rock Public Library "By Laws" with samples provided
in Virginia G. Young's The Library Trugtee: a Practical Guidebook (p. 197-200)
and also in the Library Trustees Foundation of New York State's (now known as the
New York State Association of Library Boards) "Recommended Form of Bylaws for
Library Boards," indicates that some modification of the preset "By Laws" might
clarify some items and elaborate on others, thus creating a very up-to-date; working
document. Some of the items that should be considered for inclusion in the Bylaws

Trustees, how vacancies on the Board are filled, and possibly outlining the number
are: 1) an article dealing with "Management" and listing the terms of office for

of terms any one board member can serve consecutively. (It should be stated that
limiting Board terms would be a voluntary act not mandated by New York State law
but nonetheless considered good practice for fairer representation.), 2) an article
concerning the *Director" and detailing matters of appointment and duties, and 3)
elaboration on the function and responsibilities of the standing committees with
creation possibly of one more standing committee -- a Personnel Committee. The
present practice of not allowing the Director to attend executive sessions should be
reconsidered also. According to Robert's Rule of Order Revised (c. 1971), it is
"a general rule that no member should be present in the assembly when any matter
relating to himself is under debate." (p. 182). Consequently, if the Director's
salary, for instance, became a matter for debate, then in this executive session
example, the Director would not be present but in other executive discussions, the
Bylaws should conform to the suggestion contained in the "Recommended Form.of
Bylaws for Library hoards" which states -- "The Director shall attend all meetings,
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may participate in the discussion and offer professional advice, but is de *ed a vote
upon any question." Lastly, with the ,ecent publication of the ALA Public b

Association's "Goals and Guidelines for Community Library S " the Board
should consider encouraging potential Trustee candidates who would fu I the recom-\\.,
mendation that -- "The governing bodies 44 the community library services adequately
reflect the age, racial, ethnic, religious, and economic makeup of the community
served. Young adults should be included in the composition of library boards."

Major concerns of the Board of Trustees during calendar 1974 (as recorded in the
Minuted of the Board meetings) were: 1) implementation of two new services --
8mm film collection and lnforniation and Referral grogram, 2) added hours of
opening on both Wednesdays and Sundays, 3) procedures involved with the change-
over to the automated circulation control system, 4) building matters -- warped
doors, humidifiers, fire drills for staff, etc., 5) energy conservation, 6) vandalism,
etc. From all indications the Board is alert to changes for improved service4n the
Community and prompt to act on the library's behalf. Present members of the Board
include:

Mrs. Sondrea Messing, Ptekident
Mr. Morton Barrow, Vice President
Mr. Charles Lesser, Trustee
Mr. Leonard Pedc1y, Trustee
Mr. Herbert Shalat, Trustee
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LIBRARY STANDARDS - A FRAMeOF REFERENCE'

j
Iv - 1

Determining how well a particular public library is fulfilling its role in the community
and among the public library community at large is presently dependent to a great extent
on standards set forth by the national professional library association - i.e. the American
Library Association. Standards coming from ALA have been seen by many as the criteria
of adequacy but in 1975 ACA's guideposts are woefully outdated and provide only skeletal
assistance at best. ALA's public library standards, still in wide use, were devised some
19 years ago and although some minor revisions have taken place over the years, the
changes never reached the accelerated growth rate'of public libraries nationwide which
were spurred on by LSCA monies, by state monies' immany instances, and by the rising
expectations of America's middle classes toward governmental services. As a result, the
need for revised standards has been of major concon in the association for some years
and fortunately, this past year some progress toward rPvisionAlias surfaced. For example,
in the fall, 1974 issue of RQ (a library science peri9c4 ical) the tentative draft of the
guidelines for reference service as proposed by the Reference and Adult Services Division
of the American Library Association was outlined. The latst,document to appear is the
"Goals & Guidelines for Community Library Services"sonstructed by the Goals, Guide-
lines and Standards Committee of the Public Library Atsm"ttion Division of,the American
Library Association. Both of these statements will beLreVrred to in the pages of this
report but they represent preliminary documents that are around laying exercises for the
complete revision of an ALA public library standards statement thus mandating reliance
on the standards that do exist while fully aware of 'changes to come.

6'
For the purposes of this study the following tools were used to obtain currently accepted
standards of measure:

e.

Minimum Standards for Public Libr y'Syste '1966,
Published by the American Librarybssociatt . Chicago.

Statistical Standards. Addenda to Minimum Standards for Public' Library Systems, 1966.
Published by the American Library Asloiation. Chicago. 1967.

Wheeler, Joseph andPoldhor, Herbert. Practical Admi4tistration of Public Libraries.
New York. 1962. Harper and Row.

Interim Standards for Small Public Libraries. Guidelines Toward Achieving.the Goals <

of Public Library Service. Published by the America'ritibrary Association. Chicago. .1962.

21
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Tdo lesj and 2 on the following pages giv,; a numerical picture of the present condition
of the Shelter Rock Public Library and also offer some indications of future planning
needs of the library tied to the 1985 population projection figure - 33,180. The pro-
jected figure of 33,180 is based on severd assumptions, not the least of which is the
fact that the 1974 "actual" population figure of 30,000 is only a calcblated guess of
the true population within the special district. Using the 30,000 figure plus applying
the calculation-contained in the LILCO Population Survey, 1974 which projects a growth
rate of 10.6% for the Town of North Hampstead between the years 1970 and 1985, the
figure 33,180 is achieved. At best this projection is only an educated guess, consequently,
it will be up to local library planners to be alert to population changes in the next few
years that might require a revised estimate. All indipationi in 1975 seem to be that Nassau
County has slowed considerably in overall growth so that the 10.6%estimated growth rate
may not be reached in the next ten years. Lines and 2 of Table 1 are selected from
standards available and widely used and are record ra hically to offer some concept
of the changes in budget, library holdings and additions to staff necessitated by increas-
ing service area size . In contrast to the recommendations from lines 1 and 2, the follow-
ing lines (3 and 4) outline the actual overall picture of cl:Oelopment made by the Shelter
Rock Public Library in 1970 ale again in 1974, as taken from figures on the annual report
form submitted by the library tkthe State Division of Library Development. The one re-
maining line on Table 1 is included for planning purposes so that the'library Board rind
staff can proceed to construct goals for continuing library development.

Just a quick once-over of Table 1 shows that Shelter Rock has been doing quite a bood
job in all areas except for annual circulation per capita which falls below the suggested

4.

standards. That in itself is something of a paradox in the field df librarianthip for many
are staunch supporters of the premise that given a reasonable budget, adequate staff,
attractive facilities, and a substantial book colleCtion, a library can anticipate d high
rate of circulation. Clearly, from the information in Table 1, there are other factors
that influence circulation statistics . An example of an often mentioned problem that
concerns the library staff and could be a factor in the circulation statistics is the "lack of
identity" Shelter Rock'Public Library suffers due to its jurisdictional base - i.e. a special
district for library fax purposes only. It is quite possible that many of the older public
libraries in the nearby area continue to receive patron traffic from the area now served
through the special district library Old haunts and established shopping patterns will not
be easily dissolved merely because the Shelter Rock Public Library now exists. This

identity problem though is only one pf several possible problems that could be contributing
to a circulation per capita short of expectations. One feature of Table 1 that should be
of great pride to the Board and,library planners is the hefty bvdget.increase that has occurred
between 1970 and 1974. Communication between the funding powers and t e library
Board is apparently at a high level'. Even with the increases between 1970 and 1974,though,
Shelter Rock did not fall above the $15.69 Nassau County public library average per capita
expenditure. Since this survey will deal at some length with staffing patterns and needs, it
should be.noted that present staff full time equivalents (23.4) are above the sugested
number or'staffing a library facility serving some 5,000 more people than Shelter Rock now
serves. Whether or not this extra staff is a necetsdry component at,Shelter Rock cannot be
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determined just by a surface look at the f;gures in Table 1. To a large extent the required
staff is not only related to population served but also to the level of service provided.
With Shelter Rodk branching out into spec ialized service areas such as Art an Musk anc
Iriformation Referral thenloasic staff requirements must be adjusted to prcivide added 0 ,1
coverage. Before leaving Table 1, it would be well to glanCe at the recommendation
for'the size of the book collection needed to serve the anticipated 1985 Shelter Rock
p`Opulation (99,540 vols.) . Only 2,601 more volumes are needed to reach that suggested
collection size . Now is the time for planners at Shelter Rock to make a serious at pt
to hold the collection's size below the 100,000 volume mark, relying always on a strict
policy of thorough weeding, emphasizing currency, and using interlibrary loan backup
for research depth that would otherwise expand the collection's d upkeep out of.
proportion to the district's size.

The next Table in this series -2 - is a chart of "space requirements" for public library
facilities compared with the existing structure that how,houses the Shelter Rock Public
Library. More than anything else, Table 2 reflects the care in planning for the future ---.0

that went into, the new facility which was open to fhe,public on March 2, 1970. There
is growth space allowed for in every area - shelving space, reader space and staff work-
space . In fact upon taking a tour of the Shelter Rock facility the on y area that appears.,
to be providing space problems' is the staff worrioom and surrounding ffice areas. Here
the problem n be t ed td several contribtAing factors including 1) the lack of regularly

he floor - children's, young adult, art and music, and reference
Hy on ca t Ate Ark area rather than physically at the, floor desks),

rkroom itselr*kich leads to much coming and ',going and tIlerefore
and confusie, and 3) assignment of priority space to storage
mpacted. From all appearances, the abundance of space,in
ed a freer use of staff workspace than can be continued in the

floor allotment is not soon to be depleted. A major move
ce crunch would involve shifting the librarian's base

o the public floor desks - a subject that will be more
.

assigned duty at
.(librarians are ge
2) traffic flow in the
causes feelings of crow
that could be reduced or
the new facility has per
future if the more than adeq
toward alleviating the staff wor
of operation from the wo oom are
fully explored in upcoming c meters.

Tables 3 and 4 are reproduced copies o ages from the latest edition of Public and
Association Libraries Statistics - 1973, a publication of the Division of Library Development,
and are included to provide an assessment of the status of the Shelter Rock.Public Library in
relation to other public libraries serving similar populations in New York State. Several
other Nassau Library System members are included within the Tables: Baldwin, Garden City,
Syosset, Port Washington, Franklin Square, Rockville Centre, North Bellmore, Glen Cove,
Bethpage, Lynbrook, Hewlett-Woodmere, Hillside, Island Trees, Mineola, Roslyn, Seaford,"
Westbury, Merrick, Plainedge, Floral Park and Wantagh. By looking at the column on
Table 4 headed "Adjusted Operating Excluding Capital Per Capita" it is clear that Shelter
Rock's per capita of $13:40 is considerably above the majority of the other listings and
falls below only ten. Since so many unknown factors would need to be considered to gain
Ilny worthwhile analysis from such a state-wide comparison, the information is included for
background only. Some of the unknowns in this instance would be whether the libraries in

23
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the comparison are urbah rural, or suburban; whether some of th4 Caries receive uri-

, ,,
lilted support that wouild\be reflected in other agencies' budgets suc as rental fees, `,.' .

grounds maintenance e!*penses, or employ, e benefits that might app ar in the overall,
city/orxillage /budget and not in the library's budget; whether the li raries are school,
distfict; village, special district, association, etc

i.:
,_

Tahles5-ctnd'6 were composed of figures derived from the Annual Reports submiked bky
Shelter Rock during the five year priod from 1970 - 1974. From these figures it is
possible to trace for a short span the recent growth pattern of the library .,-:lust as a
point of reference, the "Total Income" column is taken from DLb Code 19 on thesAnnual
Repo);.t form,and is lived there as "Total Operating Receipts, Balance, and Transfer."
"Total Expenditures" represents DLD Code 52 on the Arvual Repori form and.is listed
there as ",,Total Operating Disbursements,." Consequentry, capital expenditures, cash
ba aes, and transfer were not included as part of ¶he operating`budget.. Beginning
wii)

ones,
h the Total Income column, the figures shoW five years of steady progress resulting

ip a gain in income of 37.92%. At the same time though there'occurrefl a rise in ex-
/penditures equalling 60.89%. No problem has yet developed in the, increasing size of
'yearly expenditures due largely to the fact that the library has consis1.en i had a sizeable
balance each year. At the same time thai expenditures were rising at a rate, the ,
.library materials et followed suiteat t'te overall rate of growth,of 19: t five
years. The libra aterials budget has nJt blossomed under the same steady increases
that have characterr the income allocc.tions, however". Note particularly the drops ',
in the library materials budgets during both 1971, and 1972 that are reflected in the,lower

' .acquisition figures during the same, two years. C rtainly, it seems dear that a large
percentage of the increasing, expenditur s went to efray the cost of, increases in available
manpower . From 1970 to the end of _174 some 10 40 more staff hours were added to the
pay schedule to boost person 1 hours some 28.21%. Certainly, part of the additichl
personnel was added to cover r the increase in hours open that went from.50 per week
to 60 per week, a 20% increase . n response to all_cif the increases in available income,
expenditures, library materials funds, staff hours, and hours open - circulation rose overall
by some 6,49%. The increase in circulation statistics has not been of a totally steady
nature though, for in 1972 and 1973 there were drops in circulation figures from the previously
achieved high of 1971. 'Although it would be difficult to say wit certainty, there is every
possibility that the impact- of the new building's presence only beg o level off in 1972
and consequently in kit year circulation fell . The rising circulation statistics of the last
few years should be encouraging to the staff at Shelitn,Rock. It is interesting to note that
the NLS circulation control system used 9t Shelter RocY. ikproviding monthly statistical
data on collection circulation breakdoWns that should offer clues for future purchases and
provide a check on community needs and conimunity response. If libraries are to compete
in the present tight social services arena, then they must be prepared to gain further know-
ledge about the marketability of library materials. It does appear that the planners at .

Shelter Rock are using all the tools at their disposal to concentrate on thrs area of collection
dtrvelopment . One aspect that greatly enhances marketability is currency and currency is
partially d. to weeding . Apparently since the collection at Shelter Rock is relatively

with-
drawal figure recorded in 1974 reflects'inormation gained through the recently c pleted
new (beinglk-stZrkilished in 1962), there has been little weeding to date. The largf

,.
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inventory of the Shelter ROck collection which indicated numerous missing and lost items.
Even in 1974 with the losses of the post several years recorded, thete,was-only 6.02% of
the total collection withdrawn. Recomniendations for yecirly weeding stand at the 5%
level and are designed to encourage and emphasize currency in public library collections.
Previous to 1974, Shelter Rock did not even achieve the 1% discard level with .7% of the
collection discarded in 1970, .6% in 1971, .4% in 1972;`'and .5% in 1973. Certainly
more time must be devoted 'to weedirg before the collection is clouded by worn and dated

. materials. ,

To summarize, the total budget has risen 37.92% while expenditures rose far more
rapidly at 60.89% and library materials profited by a gain of only 19,02%. During the
same five year period, staff hours increased 28.21%, hours open rose 20% and circulation
responded to all these encouragements with a 6.49% increase.

-_.

The last table in this chapter incorporates statistics gathered from the seven libraiies
above and the seven libraries directly below Shelter Rock in the population column of
Public ank Association Libraries Statistics - 1973 (see Tables 3 and 4, referring to the
librArie, in bra6kets). As previously mentioned, the statistics from this publication are
useful as benchmarks only since far too little is known about each individual library for
valid comparison purposes. Table 7 in no way substitutes for any standard statement.. Just
a brief look at the figures in Table 7 shows that the Shelter Rock Public Library surpasses
the average of the 14 New York public libraries with which it is being compared in all
areas except hours open per week. And as later reports indicate, Shelter Rock has increased
its hours of access to 60 weekly .

With this statistical background, a foundation has been laid upon which the following
chapters will build.
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SYSTEM SKO NCOSYSTEM STATISTICS ST POPULATION SERVED

POPULATION
BOOKS ADDED

MY LOCAL
CNARTE100 SYS VALUATION PURCHASES
TC SEINE LIBRARY LCCATION TEM PER CAPITA AND GIFTS

36 001 AUBURN EL 6,212 3,266
SALOWIN N 1,611 13,63634014

30,122 OEER PARK S 7,753 6,216
33,272 NEW CITY RC 11,516 ,70111
3301 HENRIETTA P 9,571 6,032

GARDEN CITY . 1,611 1016
042 SYOSSET 11,253 129621
021 POUGHKEEPSIE NH 3,662 1,173

32,821 WEST ISLIP S 6,769 12065fal 31,611 PORT WASHINGTON 34,037 11,116

31191.: WATERTOWN NC 4031 4,246'
31,636 LANCASTER ME 6,231 6,212
31,211 PLEASANTVILLE 13,110 6,626
31,181 LOCKPORT NIO 69869 6,121

A A
01111 96

25,151
21,187
0008
28,872

28960
8017
8,311
20064
27,666
26,111

26,666
26,062
25,771

----23.771
25,566
25,520
25001
20,731

214128
26,611
26,150
20,811

23,125
23,806 OSVIGO

OEWITT
NIOOLETOWN
OIX WILLS
FRANKLIN SQUARE

MORIN BABYLON
LACKAWANNA
MAY SWORE
'SHRUB OAK
ROCKVILLE CENTRE
VESTAL
NORTH BELINORE
OSSINING
GATES
CORTLANO

GLEN COVE
KINGSTON
ANSTEROAN
WNITESSORO
WEBSTER
BETHPAGE
COPIAGUE
SARATCGA SPRINGS
WALE POOH
EAST MIS

FA/RPOiT

23,712
239776
23,760
23,635
22,182

229237
21,018
21,767

P ENFIELO
LYNBROOK
EASTCNESTER
HEWLETT
MANUEL
HEN HYDE 1K HILLSIDE
TONAWANDA
ISLANO TREES

-21.744 111000
21,63. NANOPAC
21,304 9A3IS0N
262880 GUILDERLAND
1,011 ROS TN "

28088' KE
20,057 PE IVER1ti
20,137 FUL

1 28,560 SE000,
20,016 RIVERNEA0

2000
CY - 21,151

- 20,171
11,153
0608

110133
15,110
0011
15,677
199689

116461
15,213
116221
1100

11,715
/11053

'189466
116310

11,161

11,125
07,713
16,105
16,711
13,725

LARCHNONT
WESTBURY
NERRICK 14,
OLEAN
00001 PARK
PLAINEDGE
GREENLAWN
BATAVIA
GLOVERSVILLE
CHILI' '

T1077010
PEEKSKILL
SCARSOALE
OELNAR
NAMARONECW
uinspos
mists
FLORAL PARK
WANTAGN
CLARENCE

JOHNSTON CITY
11011000
OUNICIOK
GENEVA
SAYVILLE

0
RC
S

S

ME

W

AC

W
P
FL

N

1111

111(

MY

S'
SA
SA
S

P
NC
P
N
W
N
RC
N

SE
N

NN
W

UN
N
ME
RC

N
541

N 6
N
N

CC
OE

S
WIC
NV

W
N

UN

CEF
UN
N

N

ME

AC
N
CC

13,156
1,161
11,766
16681

7,755
17,616
6970
11,617
1,611
7.531
0681
8,127
16688
4.4137

1.118
%UM
3056
0,671
16516
11.293
7,755
3,652
1,330
0761

6.101
16284
16688

13,061
1,601
11,116
1,601
5,814
1.601

10,317
18,053
11,207
8,028
1,600
7,133
11,820
5,236
1,611
15,657

13.795
14,317
0608
5,036
7,601
11,213
10,760
6,025
3,567
0,351

12,186
6,264
28,055
11.626
13.706
0.568
3.201
0608
0608
5.561

7,203
16,710
5,115
6,611

1,153
6,616
15,323
6,385

- 8

BOCK NOLCINGS
PER

(TOTAL OAPITA

PERCENT
JUVENILE
BOOK IS
Or TOTAL
SOCKS

CIRCULATION
PER

TOTAL CAPITA

wUiliew OF
NOUNS WE*
PER WEEK

72,101 2.88 18 166,481 4.81 63
13,326 2.42 288063, 8.42 68
32,771 1.53 33. 166,100 4018 31
51084 1.056 21 111,067 1.76
379711 1.14 2349214 701
18.234 1.77 26 112,665 1.11 .68
6080 2.13 39 07087, 808 63
16,116 2.1111 0, 501,761 107 118

8,161 208 27 260,636 7.73 63

116,366 3.31 2, 316,607 1.67 68

60,210 2.13 28 111.122 6.17 68
66,311 1.51 2S 111,151 6.17 71
8,616 206 38 261.676 8.0 08
78,672 2.61 24 116,776 6.47 68

7.173
3,325
8,362
3,273
6,118
49343
6,512
1,716
3,671 ,

2,760

3,110
2,86
1,612
1,170
3083
7060
6,561
2043
1,332
3,126

3,111
2,361
2,7"
6,011
7,881
1,087
3,636
3,361
2,371
2,372

7.365
1,838
5,577
1,353
1,510

10,315
6,613
2,277
6,322
5,737

3,573.
6,399
6,665
4096
4071
7.3311

0,101
2026
6728
1,160

6023
3,116
6143.
6,152
6,711
2,131
1,206
5,173
c.;6t
1,521

3008
1,601
3,102
2,375
6,153

1,678
16,373
0.10
13%673
17,166

37,532
28,675
73078
38,818

401088
21,666

'76016
02,135
67,586
4604

63.121
37,710
,410138
26,518
01,213
82,331
03,667
489883
168211

33,322

2.81
. 411

1.55
4.66
3.84

2.36
.1111

2.68
1.35
3.26
.711

2.86
1.118

1.711

2.66

2.48
1.47
1.76
1.88
'2.82
3.32
107
106
.37

208

nos: 1.41
34093 2.26
01,118 1.76
58,201 telt
616188 2.11
186,136 4.48
46143 pr. 2.85
4200 '%1.112
27096. 1.27
27,113 1.24

57,126
16087
6620
15,626
10,226
131,730
53086
36,713
719141
719318

2.62
. 77

2.84
. 72

3.5
6.27
207
1.76
3.46
3.48

61,113 3.86
63.116 3.16
61,171 4.87
63,857 3.15
01,777 200
84031 405
26,111 ; 103
68075 3.87
86614' 404
26,866 1.43

50,185 '2.78
03,107 2.23
76,161 304
7,552 4.21
67,356 3.57
92,261 2.25
17,559 .114

62980 3.48
94.761 200
26,ns 1.54

01,051 2.0
'16478 .64
31,121 108
06,701{ 2.71
32079 3.44

26
21
44
23
2S

1 724
71,163

187,553
010.671
217080

31 10
28 32,111
23 221.611
Al 113.737
23 312,212
34 0058
31 111.067
38 111, 102

211.313
22 127960

3.23
201
3.61
1066
7.32

08
1.84
7.77
604
11.81
2.87
3.79
7.311

7.87
4.0

25 14800 11.45

649784 2.53
71,122 2.98
61,111 2.71
112,210 7.77
172,661 6.14

21 11,171 3.73
23 132,203 301
37 61,111 202
26 1329817 160

21
14
32
27
34

55 215906
:v 26 11,256

37 153,556
21 111,033
23 2219611
26 212,716
38 133,738
28 113.342
Al 118088
31 1 68011

21, 126886
28, 62083
21 167031
38 01.737
23 211.116
32 60046
21 161,636
11 06.111
15 102.316
22 1619676

OAS
308
7.72,
4.64
1.33
800
081
1681
3.16
208

101
208
7.75
2.81
100
31.21
7.72
2.63
7.41
7.811

28 161,670 8.0
25 111,112 1647
38 201.635 1208
19 167,316 6.36
33 173980 806
27 '24100 12.0
31 17,221 4.81
22 8080 4.58
28 1229682 603
38 111,066 068

28
211

24
27
32
21
31
24
24
32

31
31

28
23
24

181011
57,236
115,120
253,361
161,611
107,066
34036
111,252
171.772
111.310

10.148
31,657
15,531
117004
101,811

5.31
2016
1804
13.41
7.85

. 7.87
1.82,
808
1.76
607 .

3.21
1.78
108
7.82
108

Member,' Nkissat, Library System
-er7Taken from Publ fc and Association Libraries statistics /1973 (latest available)

TABLE 3 SYSTEM AND NON - SYSTEM STATISTICS BY POPULATION SERVED*

68
Al
78
124
62

68

16
182
68
38
63
68
13
62

65

16

47
62
36
68
36
t6

SS
A1
62
68
61
66
67
16
SS

96
37
72
218
67
47
16
64

16
114
61
611

AT
38
14
68
37
33

sA
96
48
71
46
611

SS

13
As

66 '

Al
31



PciutAltom
moonlit°
lc scovt

'3400
,..=41402116

34022
3620
13017

31,111432
12060
;6626

35,757
36634
36261
35,151

311,111111
33,,,,
21.16
21015?
21016

ww...26,672.

260111
26157
26365
21,514

"717,444
26061

23,441
24.40
250771

- 26776
21,36,
25.524
23,410
16711

,, 09735
24,325
26416
24,154
1401911

23025
23,644
26762

410126,776
230756

130639
2200
22,237
26111

21,744
21,133
21044
11,255

21,11111
26066
25,537
26617-.210560
25,451

26,265
+76 0156
26,671

13,333
13,375

11.1133
13,115
11,751
11.677
13,153

11049
13,253
tsars
16016
16.169
160715
15,153

16.466
T....460361

16,166

1660
17,03
16,066
16.713
14.775

LISRARY MATRON

AHURA
S ALDVIN
OEER PAPA
NEM CITY
HENRIETTA
35501$ CITY
YOSSET
WJGMKCEPEIE

NEST ISLIT
PORT simitNGTos

S ITERTOSA
LANCASTER
PLEASANTVILLE
LOCKPORT

N
ORM
DEWITT
MIDDLETONA
SIX MILLS
FRANKLIN EIRISRE

Novas STAFF
TIME EXCLUDING
MAINTENANCE

PPOA NONPRO.
ISSIONAL FISSIONAL

'6666
16.366
5.401
6466
"Sc.
12,113
130115
14,315
15,525
16066

11056
6515
1,135
7,722

7,164
3,545
6460
23,541
5,525

NORTH 11111,LON
1AC AAAAA 616

61 31/00
SNSUS 040
ROCKVILLE CENTRE
VESTAL
NORTH KLUANE
OSSINING
GATES
CORTLAND

GLEN COVE
KINGSTON
AMSTERDAM
NMITLS110110
MEISTER
SETNPIGE
COPIAGUE
SARATOGA 101116
NAL, NOON
EAST 23113

FAIRPOST
OSWEGO
PENFIELD'
1.66600W
cAsumestt,
HEWLETT
taNutt
NEW HYDE PA NILLSI01
TONSVAK01
ISLANO TREES

MINEOLA
MAMOPAC
MARRISOM
GUILDERLARD
ROSLYN
KENMORE
PEARL RIVER
rutrow
scum
ottlar.cial

AARONSON?
NESTSWV
MERRICK
OLEAN
ORCMARD PORK
PLAINEOGE
GOEINLANN
OTAVIA
GLOVERSVI/LE
CHILI

TARRTTONN
PEEKSKILL
SCARSDALE
DELKAP
MAMARONECK
PLATISSURC
COMOES
FLORAL PARK
NANTAGN
CLARENCE

JOHNSTON 11,1,
MONTROSE
DUNKIRK
GENEVA

111,

13.311
37.412
1603
220734
5,545
23061
310656
25,532
36261
50,100

16466
1400
21,456
11011

SYSTEM ANg NONSYSTEN ST*TISTICS SY POPULATION SEATED

DISSURSEMEMT1 FROM OPERATING FUND
SALARIES PLUS ADJUSTED OPERATING

EMPLOYEE SEMEFITS
PER-

TOTAL CENT

52052
06651
65071
121,553
52,751
173,547
221056
251,333
251,115
415,557

166561
164,166
112,241
115,135

62
63
61
51
72
62
64
77
64
66

67
74
67
76

5.241
6646
10166
6656
14,345

51,744
13,466
4,531
5.772

4,112
3066
1072
2066
2,714
5,211
5,353
3,532
2,265
6066

6613
3,645
5,115
5066
601
17016
5.466
1,626
3.446
6660

6556

16646
6621
0046
2670
7.476
6666
3,251
5056

J7/0266
16616
11,127
2,555
3,131
16126
70166
3,555
1026
1051

5.406

13,266
6,556
30166
061
1060
7.116
70666
3,01

5,126

175
1.666
3,115

170 2
2,144
21,566
66,654
26655

24,232
30111
14,545
21,112
36656
6616
21046
26666
110726
13,521

13066
15063
4,154
6266
6215
25,445
16032
16756
3066
3,145

12,04
646
6617
24613
24,m
37.128
24,112
12,225
6661
3,172

16726
5,725
32066
6646
21024.
36432
24,355
5.126
16,30
11,152

210666
zt.he'
32,455
11,122
60166
2400
13,526
16276
6,124
6514

16126
12,572
25,552
11,16
14,515
15,30.
4,645
13,245
26123
60247

16163
500
650
15.156
11,336

Member, Nassau Library System
* 'Taken from Public and Association Libraries Statistics /1973 (latest available)

75061
23,312
132,ros
625,611
1219955

171062
53,411
23616
1119372
126177
46,113
175,111
,06,676
14,531
64.126

124,555
56365
27012
32072
31,276
14610
151,253
67,621
14,456
137,625

66
66
SS
_66
63

65
6?
14
66
62
31
17
61
74
65

76
51
74
ST
67
61
71
.73

S1

640646 73
45046 61
53,364 64
11.171 0
04,56?
397064 66
15,511 61
15,515 66
55,261 75
53,215 6
166.475 73b

17,555 35
1710261 75
13061 36
221.535 63
336,367 76

156366 67
33,517 66
135.626 66
125,126 21

111,115 74
153,151 76
113,676 73
$7,412 22
740251 1

116766 51
27,153 57
71,761 66
42,113 66
31061 61

mow t2
51,617 13
06,04 66
126,276 34
156.666 63
S1027 0
26,531 56
11300 67
121,711 so
530S211 79,

17.657
26,315
21056
34,656
124,412

SS
26
63
62
15

LISAARY MATERIALS
PER.. PER

TOTAL CENT CAPITA

EXCLUDING CAPITAL
PER

TOTAL CAPITA

15011 16 .45 16666 2.45
74021 16 2.16 466541 11.66
110361 22 .12 133,241 401
62,316 21 1.17 2120416 6.36
16464 22 .41 720411 2.11
34,136 12 1.66 06131 6.52
15,573 11 2.14 356651 16.6
27,113 66 .64 332,213 16.34
11,115 21 2.15 322,131 16.10
77,245 12 2.43 66600 11.14

26,265 16 .65 151,574 5.11
13,135 13 .62 14666 4.57
34,136 14 1.14 245,536 7.16
24,715 15 .12 151,155 S.26

22,746 26 4176 113014 3.62
1,111 Is .22 36214 1.26

33,132 16 1.36 241016 621
1230244 17 4.23 7660151 24.27
36761 11 1.27 112,616 6.67

6 46663 17 1.64 273,664 1.53
3,141 12 .34 rsom 2.77

51,115 2.66 354,245 12.46
31,752 16 1.61 117,511 5.15
41,173 16 1.51 316,136 14.21
21,341 21 .71 166661 3.77
37054 14 1.41 262,633 642
41,626 It 1.53 OT 311,271 11.66
16411 11 .62 51,711 3.27
21,141 22 03 17,472 3.76

36261 16 1.21 10.513 6.61
11,375 26 .71 610117 3.46 .
6317 14 .20 36031 1.41
4016 12 .11 33,214 1.

13,175 21 .33 41,152 66
46635 1.611 237,424
24,512 17 1.61 142061 5.66
12.710 13 .52 12,321 3,76
1,143 24 .25 25,536 1.63

36,456 16 1.6 232,575 105

13011 IS .56 65057 3.51
1011 16 .46 51,155 2.37

17,777 21 .74 62,616 3.47
34064 11 1.43 1760736 X7.16
46,571 16 1.14 276,676 1106
65,617 11 2.75 574,121 24.26
31.417 24 1.56 131.156 6.66
26,452
1,133

26
12 .41

16334
00572 21.41'.4

17,243 16 .71 110564 626

13076 61 .64 ' 141,356 6.41
6,666 13 06 46355 2.23

45,125 17 1.66 225,125 16.47
7,331 21 .3' 34,317 1.61
47,60 13 2.25 362,44$ 17.0
56,424 13 2.64 411,114 1616
45,137 11 2.16. 223,111 -1667
12046 25 .61 56.662 2%2
35,533 16 1.71 117,447 1.60
36166 61 1.16 451,732 11.61

26464 14 1.11. 151,173 7.42
42,671 16 2.11 256371 12.61
36713 14 1.13 2320256 13.0
15,135 64 06 353,347 19.26
17,161 16 .16 115,425 652
74.663 22 3.71 323,144 1626
25,114 /1 1.36 134,525 6.75
12,644 13 .66 61042 4.6
11022 16 .116 14,317 301
70316 15 .37 46,626 !site.

26.256 16 1.45 111,513 1.66
25,525 24 1.63 66042. 4.11
15,373 66 13 221.754 001
36,312 16 2.67 316,455 11.53
25,375 12 1.56 230,136 12.46
13.645 12 .63 122017 6.54
16656 30 .57 35,31 1.0
26163 IS 1.56 152.713 6.27
36165 16 1.16 217.761 11.61
1016 12 .49 71,215 3.11

1.7.765 16 .16 175,373 1.72
7.324 16 .41 76274 3.6
50565 11 .32 47,316 2.66

16,116 11 65,376 3.21
'31031 16 1.66 11610 431102

TABLE 4

ADJUSTED TOTAL OPERATING
FUND DISSURSEMENTS AND

CAPITAL FUND DISOURSEMENTS
PER

TOTAL CAPITA

111.103
426634
141013
246,663
62066

254,217
332,154
332,351
324,735
134,551

142,355
146614
251,323
115,344

5.52
12.36
4.17,
7.23
2.46
6.65

11.11
'1630
16.26'
26.67

3.26
4657
11.34

5.32

367,531
31,132

2660613
736,724
116611

2 AA AA 6

71051
356056
157,111

3170351
134,211
217,231
30,617
0026

1670356

SYSTEM AND NO N.SYSTEM STATISTICS BY POPULATION SERVED*

1730456
6015
51,711
46161.
4610

245,113
143,211
16163
25,125

232,575

64,111
44,331
75,135

175,625
26101
577.71
I46,664
166.612
7307?
16111

141,356
56.216
216131
34,317

364,122
416164
235,111
56454

261.243
06611

13.41
1.75
1611

25.11
6.66

106
2.77

4 12.64
SOS
14.47
4.11
1.16

11.11
3.26
4.16

6.62
3.52
2.62
1.66
1.17
1.74
5.64
666
1.66
1.65

3.13
2.66
3.26
7.16
104

2 44,

6 9

2.69
16.0
101

16.22
11.16
11.29
2.46
1.76
1656

151025 7.69
14:14255,125

235,153
66993
115,425
333,245
136062
35,125
54,231
45,413

171044
16056

222,664
371,111
236616
126,645
35,316

152,763
211,651
71,20

14.72
A112.213

pr 5.52
/16.71
6.67
4.56
3.16
2.47

6.63
406
001.
0.65
12.62
6.76
1.61
11621

11.11
3.11

171,621 661
0,463 4.61
37,177 3.43
55,714 3.31

133,219 11.55
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SHELTER ROCK PUBLIC LIBRARY

Year*

Statistics 1970 - 1974 Table 5

Total Income
Adjusted Total
Expenditures **

Library Materials
Budget

Staff
Hours

1970 $492,539 $253,332 $62,113 35,590

..

1971. 449,774 254,494 46,269 37,620

1972 473,210 297,015 53,111 41,336

1973 508,705 354,345 71,975 41,650

1974' 552,600 407,601, 73,927 45,630

Table 6

Year* Total Holding's Mded Withdrawn Circulation Hours
A

1970 66,114 10,427 484 205,840 50

1971 73,506 7,834 . 442 213,280 53
,

1972 81;445 8,307 368 203,799 53

1973 93,431 12,543 557 210,740 53

1974 96,939 8,792 5,844 219,208 60

*Calendar year information as taken from the Annual Report of the library to the
Division of Library Development .

**Excludes capital expenditures, cash balance and any transfer.
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Table 7

,Shelter Rock* Average of 14 ,Libraries*

Population Served , 30,000 30,561

I Hours Oppn Per Wee(k 53 ri 73.5

Staff Time Available/Year 42,250 ' 33,78

Expenditures

Total $402,275

Per Capita $13.40

Library lv rials $71,975

Per Capita

Salaries

Collection

Volumes

Circulation
L.

Total

Per Capita

Per Capita

''
$2.39

221,910,

93,431

3.11

210,740

7.02

4

*Based on Public and Association Libraries Statistics 1973

...

0.

$257,055
41:

$8,50

P
$38,825

$1.33

$169,833

71,453

/ 2.36

4,

193,456

6.37

%

r

4



PERSONNEL UTILIZATION

V-1

On March 4, 1963 the formal opening of the newly created Shelter Rock Public
Library was held. According to details from Origins of the Shelter Rock (New York)
Public Library, this special district opened with a staff composed of one librarian
and two part-time clerks in addition to some assistance from volunteers in the
community. On the W74 anrival report form submitted by Shelter Rock to the
Division of Library Development there were 25.9 F.T.E. staff or about 40 individual
workers to perform various phases of the library job from professional librarian to
custodian to page. In a span of slightly over twelve years, Shelter Rock and the
administrative planners on the staff have had to adjust from the most simple form of. ,

organization to a far more .complex scheme that should allow for efficient handling
of the library's operations, provide for staff motivation, include flexibility for varying
talents and personalities, etc. In essence the assignment4of creating the most desirable
organization breakdown is far from easy and has been presenting itself in the midst of
immense changes including -- moving the library to a new building, phasing in the
on-line circulation control system, etc. According to the Director, real planning time
to reflect and reconsider the pattern that has grown up during these rather topsy-turvy
times is only now presenting itself -- which makes it t appropriate during this study
to pause a bit and examine the pattern that is now o rational at the Shelter Rock
Public Library, and attempt to determine if the present s cture is the mqst desirableior
management to accomplish the library's goals: f .

SPAN OF CONTROL'

The outline on the following page shoWs the present staff organization chart at the
Shelter Rock Public Libitiry as determined by respOnse to the staff questionnaire com-
pleted bytach employee(see Appendix C-1). From the chart, it is apparent that eight
staff members report directlyito the Director. Although there are few laws" of manage-
ment which have any ironclad scientific proof, there are bask principles of management
which should be considered in establishing or changing organizational and management,
structures. One such principle concerns the "span of control" that is deemed most
desire e and efficient for the majority of managers. This principle proposed by
Lynd F. Urwick in 1938 states -- "No superior can supervise directly the work of.
mor han five or, at the mostrAsix subordinates whose work interlocks." The key phrase
here of course is "whose work ibterlocks." At Shelter Rock, due to the presept structure
of Technical Services primarily, all eight individuals have areas of responsibility that
do touch upon occasion. In devising possibilities for a revamping of the organizational
structure to alleviate the wide span of control that encourages lack of supervision in
some areas and creates an unnecessary sense of urgency and pressure and generalJack of
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V-3

time for follow through on the part of the Direct.% and thus down the entire chain of
command, several fdictors should becarefully considered.

DEPARTMENTATION BY JOB CLASSIFICATI*I
-t

Looking once again at the present organization chart, a rather unique division of
work is evident. Granted that most public libraries would contain staff slots for
Adult Services and Children's Services as well as the staff positions -- setretary44o
the Director, senior account clerk (or bookkeeper) and custodian. In the case of
division of work between Adult and Childrensi Services the organization is set up
along functional lines. But there the pattern falters because two of the three remain-
ing positions (i.e., clerical supervisor and ge supervisor) are not based on functional
departmentation but are apparently based s ly on position. classification. That is to
say the a "head" page supervises all' pages .except for those pages who are assigned

desk duty) and a senior clerk oversees all clerical functions. In actual practice though,
the senior clerk is so situated physically as poJnake it virtually impossible to supervise
clerical personnel in the work area while aphe same time working on interloans at the
circulation desk. As things appear to operate Then, the senior clerk is actually only
supervisor for the circulation desk. (It should be stated that the position of senior, clerk
has been in somewhat of a flux during the months of the survey with the retirement (of

the former clerk and the slowness of civil service procedures that have delayed appoint-
ment of any but a temporary sta member far.. the vacancy). In discussing the job with
the retiring senior clerk, w s further lea.4ied that actually the supervision of the
circulation desk is left p imOrily to the alr dy trained circulation crew and requires
little if any work on th part of the senior erk. Regardless of what has been though,
with a change in pe nel, the position as awn on the staff organization chart could
mean that responsibi ty for all clerical supe ision would, be delegated to a senior clerk.
In fact if the chart s taken one step further, it is also rather apparent that the supposedly
functional separation of adult services,and children's services is not entirely accurate
either. In most public libraries*(probably due primarily to feelings of inadequacy on the
part of the other professional staff) children's services perform in a rather separate way
from the rest of the 1)brary's operation. Suc is also the case at Shelter Rock, leaving
the Head of Adult Services in charge of eve other professional librarian, in the library.
The result then is (if children's services are exclu* from considetation) that the basis
for structural organization at Shelter Rock Publienlorary is job classification. Three
positions in effect control the overall service operation -- i.e. page supervisor, clerical
supervisor, and professional supervisor (Head of Adult Services). So the question becomes
is departmentalization by job classification efficient and the best means of proceeding in
an orderly fashion to operate a public library?

From observations made of the operation
answer has to.be - No, departmentation
so long as one department (for example,
another department (in this case, pages)
department. Comments coming from the

III

at Shelter Rock on a moderatelji day - the
by job classification is not efficie for effective
the professional librarians) has too t upon
to assist and facilitate the work orthe first
staff questionnaires support the obfervations

..
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made, with several staff Members concerned about, underutilization of staff time and
talents, other apparently demoralized by a lack of status (principally evident among
professional staff possessing advanced degrees in library science) that occurs when
attempting to get even minor jobs such as book shelving accomplished, and comments
from almost all categories of workers concerning the abundance of work to be done
and the lack of time and organization to accomplith it. All three comments support

' the belief that th6 present structure of.organization of the Shelter Rock Public Library
does little to facilitate efficient working operations.

RELIANCE ON PART-TIME POSITIONS,

There is another unique feature of the Shelter Rock Public Library that needs further
examination and that feature is the heavy dependence made upon ,".part-time" help to
accomplish the library's tdiks. Full time pr'ofessional staff occupy only 4 positions -
i.e., Director, Head of Adult Services, Head of Children's Services and (one)
Reference Librarian. The remaining staff professionals (six) are all part-time workers
with most spending 20 hours a week in the library.

From talking with the Director, there are apparently two main reasons for reliance.on
part-time professionals - 3) coverage of hours open and 2) the variety and talent that
two separate individuals provide in contrast to one personality. In other words, one
often attractive facet of part-time help - i.e., the savings realized by not paying
employee benefits - is nat a factor at Shelter Rock since part-time professionals do in-
deed receive benefits which make part-timers rather expensive,for Shelter Rock,

In determining whether or not the present staff pattern is effective, it seems important
to know of two comments that recurred among a majority of the working staff. First,
the question was asked of each professional - "does the part-time nature of your schedule
have an effect On the particular job you are assigned (whether that job be young adult
work or program planning or talking book service, etc.)?" - and the consensus was, that
from a professional point of view, part-time work deprives each librarian of the opportunity
to get well acquainted with the community, they seek to serve, deprives each of enough
hours to accomplish any 'specialized assignments apart from general reference milk, and
adds a degree of fragmentation in ongoing tasks that, is frustrating at, the very least.

To cite one very specific example of the effects of the part time work pattern, the Young
Adult Librarian has had a normal schedule as follows: Monday, 5 - 9; Tueiday, 10 - 2;
Wednesday, off; Thuriday, alternating 9:30 to 1:30 or 9:30 to 5:30; Friday, 10 - 2, and
,alternating Saturdays, 1 - 5. Such a schedule unfortunately'has meant that the YA
librarian is not present during the majority of the time when young adults use the library
(statistically shown to be from 2 or 3 until 5 and from 7 until 9 at night). On an average,
the Young Adult Librarian is present only 6 or 9 hours a week of her 20 hour work week
when young adults generally are in abundance in the library. If each librarian sees and
works with only a portion of the population they are attempting to serve, it stands to
reason that the quality and vigor of the service program suffers. Fortunately, for the

V
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young adults of the community, a newly compiled schedule will go into effect September,
1975 and under the revised plan, the Young Adult Librarian has been assigned more than
20 hours a week and will be working on two days (Monday and Thursday) from 12:30 until
9 so that more YA librarian - young adult contact can be assured. Her schedule however
is still far from ideal since on Tuesday, Wednesday, Friday and every other Saturday, _

there will be no young adult librarian on hand to work when teenagers are in the library.

At the same time that almost everyone was in agreement about the disadvantages, from
a professional standpoint, of part-time work, there was unanimous consent that, from a
personal standpoint, the part-time arrangement is ideal. It may then finally be up to the
Board and Director to decide which issue takes priority - library service or employee
lifestyles. Somewhere there should be a workable compromise that will not favor either
possibility to the detriment of the other..

SCHEDULING

The second comment that deserves some space is the concern for the confusion that is
frequent when staff is ill or away on vacation - again a comment not limited to one or
two staff members but repeated by almost everyone. In discovering why the problem is
such a frequent matter for concern, consider the many items that a schedUle must
accommodate -

Night and Weekend Openings

Scheduling professional staff, as in many libraries,,is rather difficult at Shelter Rock
since the least desirable hours to work, for those with-families and in general for every-
one, are in the evenings, on Saturdays and on Sundays: In addition, it has become
somewhat of a tradition at Shelter Rock for the professional staff to be assigned only 1
night a week and every other SatUrday. Since there are four nights. (Monday, Tuesday,
Wednesday, Thursday) a week that the library remains open until 9 p.m. and on. these
nights, an attempt is made to have 3 professionals on duty, there would be a need for
12 librarians just to cover the night shifts if each librarian had only 1 night a week to
work. Since there are only 6.41 F.T.E. professional staff to draw upon for the,night
duty, it becomes obvious that several librarians are in fact working two nights a week.

Off-the-Desk Duty

In addition to having enough professionals to cover for Open hour's in the evening, there
should be consideration given to providing time away from desk duty for ongoing projects
like selection, weeding, preparation of bibliographies, pamphlet file organization and
acquisition, etc. Some have estimated that a reference librarian needs an hour scheduled
for "off-desk" duty for every three hours of desk or floor duty scheduled. Later in this
report there is also the recommendation made that a percentage of some of the prOfessional
librarians' workweeks (including Children's Librarian, Art and Music Librarian, Young
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Adult Librarian, Outreach - Talking Book Librarian, Head of Adult Services) be
devoted to participation in community eve ts and programs and community liaison work
outside the library's walls.

Vacations, Coffee Breaks, & Unexpected E

In order to all6w for the many times workers will in fact not be on the job, it is
estimated that for every hour of desk coverage required, two hours of professional
assistance must be allocated. In other words, with vacations, births, deaths, sprains,
coffee breaks, off-desk duties, etc., it can be assumed that each professional staff
member will be on hand only half of their annual working hours to physically man
public service desks.

Staff Shifts

To complicate matters even further, at Shelter Rock a rather unusual number of possible.
staff shifts has also developed, so that on any given day there will be professionals
working one orsix possible shift combinations: from 9:30 a.m. to 6 p.m., from 9:30 a.m.
to 1:30 p.m., from 10 a.m. to 2 p.m., from 12:30 p.m. to 9 p.m., from 2 p.m. to'
6 p.m., or from 5 p.m. to 9 p.m. Since shifts should be designed to position workers as
peak usage Occurs, the existence of six different shifts woi.jd not be considered excessive
if in fact professional staff was available when patron traffic was greatest. The following
table was constructed from the proposed staff revision schedule slated to take effect
September, 1975 and should be useful in determining if the present schedule allows for
peak usage periods :

Number of Professionals Assigned per Hour Beginning September, 1975

Mon. Tues. Wed.. Thurs.. Fri. Sat.

9 -10 /5 * /2 /1 /4 /4 4**

10- 11 5 3 2 4 5 4

11 - 12 5 .3 4 5 4

12 - 1 5/8 * 3/6 2/5 4/5 5 5

1.- 2 8/6 6 5 5 5/4 4

=3 6 6/5 4 5 . 4 4
,

3 - 4 6 5 4 . 5 4 4

4 - 5 6 5 .4' 5 4 4 ,.

.
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Number of Professionals Assigned per Hour Beginning September, 1975 (cont'd.)

Mon. . Tues. Wed. Thurs. Fri. Sat.

5 - 6 6 5 4 7 4-

6 - 7 .3 3 ' 3
I

7 - 8 3 3 3' 3

8 - 9 3 3 3 3

Coverage

5 3 2 4 5 4morning

afternoon 6 5 5 4 4

evening 3 3 3 3

* indicates a schedule change on the-half hour
** 3 employees report at 8:45

According to the statistical analysis completed by the Rutgers team for She Rel. Rock,
peak usage occurs between 12 and 5, p.m. But This conclusion is based upon a, rather
skewed picture of usage since one Saturday and two weekdays were examined together.
Traffic patterns on Saturdays differ markedly from those of weekdays and it would
therefore be of benefit if the library staff would repeat the usage study to help clarify
scheduling needs. From the data already available though it appears that some re-
shaping of the schedule is needed to allow for 1) greater coverage at night (particularly
during the school year) and 2) less coverage during the morning hours and perhaps during
early, afternoon.

Number of-Staff Required

Another item of importance that can be found through using the table on professional
staff scheduling is that roughly 260 hours of professional help is required per week to
man the public service areas. If the prediction that staff will be available only half
of their working hours for public service duty is correct, then there should be fourteen
full time equivalent professionals scheduled, to cover the outline on the preceding table.
However, Shelter Rock Public Library is operating with only 6.41 F.T.E's. Without a
doubt, this low staffing pattern in relation to staff coverage expectations is a primary
factor contributing to the difficulties encountered when illness or vacations interrupt
what seemed a workable plan.
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REVAMPING THE SCHEDULE

At Shelter Rock there appears to be a need for some reworking of the present professional
staff scheduling. In restructuring, it is recommended that the planners consider:

1. elimination of the proliferation of shift options -.two or, at the most; three
shifts a day should prove more workable and adequate.

2. elimination of dependency on part-time positions - the need for more staff
hours which can be accomplished through use of full time workers is apparent and the
change should be instituted.

, \
3. adjusting coverage to reflect user pa tterns to be determined frakr peating

the Building Usage Count).

4. in some areas (Children's, for instance) additional staff positions are
definitely.required.

5. scheduling prOfessionals for later arrival. 0

From the chart, it can be seen that the library presently schedules 9 hours per week
between 9:30 and 10 a.m. when the library is closed. There is a certain amount of
justified need for some early staff arrivals in the circulation department but as no
professional librarians work in circulation, it would appear an economy if fewr (if not
all) librarians were scheduled to begin work at 10 a.m. In addition, there are approxi-

. mately 12 'professional hours scheduled for Wednesday morning - a time When the.library
is dosed to the public. Obvious advantages to such a schedule include: allowance for
workshop attendance, allowance for staff meetings, grouping of hours away from the
public which may increase uninterrupted productivity on the behind-the-scenes activities,
etc. On the other hand though, the practice of having staff busily working in the
facility and in full view of patrons perhaps not familiar with the schedule presents a bad
public relations image that should also be considered. Really, the matter of opening to
the staff when the public is barred access must be weighed not only from the PR angle
but also from the realistic approach that the present staff is already spread too thin and
some relief can obviously come from fewer mandated man-hours.

DIFFERENTIATED USE OF STAFF.

Since it has become obvious that the professional staff at Shelter Rock is scheduled to
full capacity with no room for illnesses and other inevitable conditions; it is only
natural to wonder - how does the library continue to operate in such circumstances?
Certainly, one factor in the continuing success of the library is the quality staff.in-
volVed - by any standard, the staff rates far above average in talent, ability and
enthusiasm for the work. Another factor, is the rather unique use made...of pages in

3
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the library: Because each librarian naturally has behind-the-scenes jobs and yet is.

has developed at Shelter Rock whereby
t patrons where possible, resorting to
nce question cases. Now, there is
s.celieve librarians of many non-
es seem a need for some refinement

of the present procedure. There are.times when a\patron can be in the library and
fired no librarians to assist them and ciso be unwilling to ask assistance from a student
page. if the practice is to continue, there should be an obvious dinction made
between what is essentially an "Information - Serial Retrieval" desk and the regular
Reference desk.

scheduled rather fully for floor duty, a sys1.e
pages man the official reference desk and dire
a call to a librarian only in those obvious refer
much to be said for such a technique since it do
professional directing duties. However, there d

Giving approval to the utilization of page hours on a "Directions' desk should not
be considered sanction for having the library open when no professionals are manning
floor desks. The Shelter Rock Library, as every public library, should be firmly
conlmitted to the "personnel" standards proposed by the Reference 8kAdult Services
Division of the American Library Association in their recently issueol paper entitled,
"A Commitm t to Information Services: Developmental Guidelines:" The personnel
statement fro the "Guidelines" clearly states "a professional librarian/information
specialist .,..ould be available to users during all hours the library is open." "Being
available" should be interpreted as being physically present at the reference desk
throughout all open hours.

TECHNICAL SERVICES ASSIGNMENTS & PR 10\1AL STAFF

Due to the present practice of having essentially
variety of activities usually ,labeled "technical servic
of :Jandard operating procedures at Shelter Rock th
percentage of referencg, young adult, and chile en's I
the present organizatiApattern has been d t with in
elaborated here except to restate a definite need for s
mendations made there.

fessiona! in charge of the
," there has evolved a series
creasing!), demand a iarger
brarianss,time. This phase of
Chapter VII and so will not be
rious consideration of the recom-

In conclusion, it does appear that personnel utilization at Shelter Rock suffers because
of the organizationa! structurected, because of the wide span of control resulting
from that structure, because of the dependency placed upon part-time workers, because
of an inadequate level of professional staff (6.41 F.T.E's. compared to the 14 F.T.E's.
needed to accomplish the desired coverage), because of the excessive number of work
shifts now in use, and because of the professional coverage that is scheduled during non-
peak usage hours. Correcting only one or two of these contrituting factors will not
solve what has become an exceedingly.complex problem.
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THE LIBRARY'S COLLECTION, SERVICE PROGRAM AND PHYSICAL PLANT

Shelter Rock Public Library is one of eight public library entities created during t e
1960's within Nassau County. Included among the public librades_ficaped in t is ten
year spanokere: Syosset, 1961; Shelter Rock; Wantagh, Hillside, 196,2; Plainedge,
1963; North Merrick, Jericho, 1965; and Island Trees, W67. The growth spurt that
Nassau County had during the 1960's signalled an end to the frenzied settlement of
thelslandfollowing World War II. As housing developments became more settled
and faallies began to look upon their residences as "home," the need for governmental
services supported by tax dollars became more pronounced. Among the services that
residents expected to have available was public library service. None of the other
eight localities faced the jurisdictional problems that halted the establishment of the
Shelter Rock Public Library for some years though, and as we have seen, but for the
tenacity of the founders ofothe library, .the Shelter Rock library would not be included
in theMsting.today.

. Having been crated as a result pf the wishes of the public within the Special District
boundaries, a strong., rather well-supported public library has been developing during
the past thirteen years. This chapter will deal with the present stage of development
of the Shelter Rock Public Library, concentrating primarily on various phases of
existing services, on the library collection, and the library building designed to

....house on-going operations. 4%.7

LIBRARY COLLECTION

...

DUring this study of the Shelter Rock Public Library, no exhaustive analysis of the book
holdings was made primarily because the library has recently completed an inventory

part, Orits collection as part of..the process of converting to the circulation control system
t

operated blithe_ Nassau library System. Working from this inve4ory and also using
the latestisuPplied monthly through'the circulation control sj stem on usage of the
collection, the professional staff is already being supplied with sufficient information
to §,3.,:qtridssessing the relevancy of the collection and pinpointing replacement needs
and gaps that can be filled. In addition, each consultant making an an-site visit to
the library also scanned the collection in-house at that particular time and has made
relevant comments throughout the report regarding particular strengths or weaknesses
that were evident.

The basic structure offering guidance to those staff members engag d in book selection,
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as well as, providing_b source of referral to the communj and a support base f9r
the Board in the event of a censorship problem shotildbe the Book -Selection Policy..
Unfortunately, at Shelter Rock Public Libra there is no viritt treleCtion.palick
covering any phase,,of the library' collect' . In 'effect There is an unwritten pojicy
which lately has been emphasizing acqui ion of motion akld popular matirials
since the broad base of collion strength hitifliiien *Aiding ti/erlhe past thirteen
years. The main means of SOtimunicating,the utwitten.ielectisnjeolity is through
Dire c:ter4gloeinitit contact. Nevertheless, thelecommenclation must be made that'
ie stqffervgaged in selection, the Director, anclilie_Boa71need tp agree on basic

ait#8.
philotepihies for future collection direction and commit these philoiophies to writ-hilt
so that goals are clearly in mind and so that continuity of collectfon growth is meta......-----/-
tained despite changes in personnel or other unforeseen developments. The Selection,.
Policy arrived at should be workable and not merely committecho print tb
what could be termed publicjibratystandarcloperating procedure. Sam le ton
Policy statements are available from the System's Main office cr ustnEl,Book Selec-
tion Policies in American Libraries, ed.,Calvin Boyer and Nancy Eaton. Two con-
siderations should be covered by whatever emerges as the final, Selection Policy at ,

Shelter Rock including: 1) structuring the statement so fhat collection priorities and/
or specialties are evident (a clear definition of an upward limit for the size and bud-
get percentage dedicated to art and music is needed, for instance), and 2) including
some guidance for collection dist ution among juvenile holdings, young adult hold-
ings, audio-visual materials, ad It non-fiction, etc. that will assist planners during
yearly budget preparation time. It is also advisable to include a section on the re-
verseaf selection - i.e. weeding.

Within the field, of library science, there are few absolute principles to observe
since the "science" is inexact, at.best, and always subject to local considerations
(in the, case of public libraries) and a certain amount of personal preference and
interpretation. Guidelines are the most widely accepted tool used in the profession
to suggest general patterrirand directions that promote quality library service. One
such guideline that may prove of some value in assessing the growth and trends ob-

r servable in the present structure of,the Shelter Rock Public Library, collection is the
.Wheeler and Goldhor recommendation for collection distribution contained in their
volume on Practical Administration of Public Libraries. If a public library rigorously
followed their suggestions, it would be composed of 25% juvenile titles, 25% adult
fiction titles, and 50% adult non-fiction titles. According to the data submitted by

v, the Shelter Rock Public Library on the 1974 Annual Report to the Division of Library
Development, the collection is divided into: 21.28% juvenile titles, 15.96% adult
fiction titles, and 62.75% adult non-fiction titles. Recalling from Chapter IV that
the current level of circulation is below the expectation of 9.5 volumes per capita
annually, it is possible to conclude that the limited size of the adult fiction collec-
tion may be contributing adversely to this circulation statistic. With a shift in em-
phasis from concentration on building a broad base of non-fiction holdings in the li-
brary's early years, to the current policy of reinvigorating the adult fiction holdings,
circulation may begin to climb upward. Public libraries should be responding to
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the demands of their public for recrepatiopor ma' ding just as must- -as- -for more scholarly
materials for the upper echelons of tFwe' community- one sectioillou d not grow
ovorly large to the detriment of the .s For this reason in drafting the Book

lelection*Policy statement, th,eipard should outline a 4.4rable size for the adult -.-
fiction section according to an agreed upon percen,ge which should be sst
higher that the present 15.9P/9 of the total ficcollection now included in adtilt tion.

7 t

--

-

ADULTS ICES
. .-

- . 1.
1 0 ,/lr

ia, . ..7 ,-
Atka mg to the data collected during the test phases Rutffirsitudy, designed

... to produce new measurement techniques for public librariest,,,ihe $fielteir-RocrPalic
Library attracts more women patrons (58 %) than men (40.9%) --a factor partially I
accounted forty the commuter workforce that streams out-of the Special District
area daily into Manhattan: Among the nonstudent clientele Ong the library, the
larger user group was the "Housewife/Mother" category (31.8%), sect 'War the
"Professional" category (24.4%), and the smallest use was made' by the "Unemployed"
segment of the,community (.4%). From talking with the librarians and observing the
circulation usage statistics, it would appear that primary reading and listening, interests
at Shelter Rock center on gardening, cooking, how-to-do-it books, tictiort, art,
music, records (popular and classical), and cassettes. Administratively(see Staff
Organization Chart p. V-2), the adult services function is under the direcgon of ,.
the Head of Adult Services who has six professional librarians reporting to her. ..,.
The six p
in4he a

\in ad
w

lona, rsonnel cL% assigned the m ty of their working day to cover
ctibtflut ea..ch also h ; nite`and specialized tasks assigned

uty,- . e is nesponsi for the homebound and outreach service
translate Into maintaining contact with the existing Talking Book

inicharge of Young Adult Services and does selection for, the YA,
are't er cy...i.Onsmuch_asta Serials Librarian, a fourth is charged with acquisi-
tion and cote of pamphlets and spoken cassettes, a fifth coveirs various phases of film ,
service, and the sixth is in charge of the separate Art and Music section of the library.
Neither Pi2de nor clerical asistance is under the direct supervision of any member of
the Adult Services Department but must be secured with advance clearance through
either the page or clerical superAsor. Each professional, in addition to reference
floar duty,and specialized assignments, also spends a considerable amount of each
workday completing, rious phases of the Technical Services operation. Discussion
of this arrangement onisuggestions for a major overhaul of Technical Services pro-
cedures are outlined in Chapter VII and so will not be dealt with here except, to re-
emphasize the obvious lack of time for professionals under the present arrangement to
effectively deal wit irost of their job assignments since their work time is fractured
between public.service duty, technical service tasks, and specialized assignments
and, in the majority of cases, work time is further splintered by the part-time nature,
of all but two of the professional work schedules in the Adult Services Department.

Operation of the Adult Services Department centers around the Adult Services office
which is an enclosed librarian's office to 'the right of the circulation desk as one enters
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the library. Within tIlleakce there is a desk for thie'dead of Adult Services, a
closet for most of the stafflecoats and purses, a counter top area with the lower
portion occupied by file-type drawers assigned to five of the professional librarians

. employed by the Adult Services Department, the bulk of the active Ready Reference
materials (customarily loccited with public service reference desks), etc. The.office

crowded and is a bells hive of activity with professional staff coming and going
kind with the workroom staff constantly using the office as a cor idor to the public .

.' service area. On an average day, the adult services offic ontains patrqns-seek7
ingonswers to ference nsquists,,:tWi:ror more libraria stationed at the counter
top thowe rea searching fiough their file or so ne else's in order to pick up
the cats og card reviling or whatever task was for their completion, library
clerical staff using the room as a_corridot to the pubes service area, etc. Through
both the staff questionnaire (Appendix C) and staff interviews, two recurring_con-
cems surfaced - 1) the.professional staff is frustrated by the lack of adequate !Work-
space to perfonWheir assignments cirid 2) t*e same librarians are equally frustrated
over the piecemeal nature of their behind-the-Scenes assignments. Both matters are
justifiable concerns if would appeal. To be assigned only. a 10" file 'drawer (est.)
as a base of operations is rather unrealistic and indicates a severe need for readjust- .

ment of staff workroom space._ The matter of having a task performed in 10 or 1.5
minute stretches by two or often more individuals must make for_errors at the vicry
leasrand should be considered inefficient time utilization due to the loss of time

. invaNed in the initial orientation tolthet task (where did the last person, leave off and,
where do I begin ?). Solutions to both of,these problems hinge to a large extent

n acceptance of the recommendations made in Chapter VII.

Except for storage of back issues of periodicals, the adult materials are located on the
main leiPel of the first floort Shelving conforms to Dewey order except for the follaw-
ing.categories which are shelved out of sequence: all of the D ey 700's up to
approximately the 796's (sports), the short story collections, lar -type books, foreign
language volumes, mysteries, and science fiction. Apparently, it is a frequent problem
among patrons to locate the 700 collection, which comprises a separate alcove.
Despite a sign' appended to the last shelf of the 600 collection, many are still unable
to find art and music items without staff assistance, which suggests that perhaps the,
directional assistance provided is inadequate anti that the sign is not as well displayed
as it could be and, also suggests that following Dewey sequence doe/shave obvious
'advcintages in terms of the number of staff needed to provide dire cionca assistance
during all open hours. Within the space occupied by Adult Se ices, there are three
information desks - one for the Young Adult collection, one fo the Art and Music
collection, and one that has until recently been reserved for t periodical retrieval
page but is coming to be used by at least one reference libraria per hour for staffing
the desk. he other two wood desks, are not staffed by professio al librarians during
any time f the day and really serve only as decoration. Volunteers will be sitting
at the Young Adult desk to use the Information and Referral files stored there, but
such an arrangement is far from satisfactory frail either the Information and Referral



VI - 5

viewpoint or the. YA viewpoint, as the desk provides no means of having confidential
conferences since it is placed in plain view of all and is close to study tables and
chain, and also considering that if the desk should receive use from the community,
its presence in the midst of Young Adult materials could discourage YA use. In look-
ing at the infonnation,de in the present setting, it is obvious that they are well
placed for eye Oppeal all too obvious that a ntore functional arrangement would
be desirable for pat n.convenience and staff efficiency.

Responsibility for adiiirbook selection is red by all professional staff below the
Director with the Head of Adult Servi s coordinating the operation. Except for the
Art and Music Librarian, no assignment of spetial subject areas is made. Certainly
with the present level of staff expertise, there should be as)signment of a Dewey sec-
tion made to each professional For overseeing the collection maintenance necessary
in that area - both weeding anis*ction-_FOPselection purposes, .the Shelter Rock
staff combs through those selechoFfools apKtaring on NB coordinated buying lists,
such as: Choice, Kirkus, Library Journal, Publisher's Weekly, Booklist, New-York
Timek Book Review Section, etc. The library also buys heavily fron7g ACiarSiTrT:
ices replacement lists compiled by t stem. BrOwsing through the collection 're-
veals that materials have been selected for a lection that closely resembles a gOod
undergraduate library or.community college library with strength in social studies,
education and literature, Talks with the Director indicate a shift now being made to
duplicate more heavily popular materials where the public demand, interest .aid usage
exist. The Inter Library Loan Clerk or Senior Clerk keeps track of those items most in
demand.. When a backlog of requests accumulates (5 or more), another copy of the
item is placed on order. This same clerk lias the option also of increasing fines from
5c to 10C a day, a technique designed to hasten returns. There is no pay duplicate
collection maintained at Shelter Rock but the library does subscribe to the McNaughton
plan, selecting from their list in *once and being alert to take all mystery titles
offered, science fiction and any fiction that hasn't been ordered from Kirkus. As a
standard practice, duplication isn't automatic until a title becomes a best seller which
could cause the library to suffer somewhat in terms of good public relations. Here it
would seem that a larger share of the budget should be available to finance some pre-
selection of best sellers.. The need for speculation on best sellers is, of course, lessened
by the library's use of the System's VINY service which is designed to supply shelf -
ready, popular titles within 48 hours. Paperback items are also purchased to supple-
ment the collection and many hundreds are received as gifts. Presently, the library is
spending staff time to catalog these paperback materials - a practice that deserves
serious reconsication on all but the specialized non-fiction paperbacks sincerthe
ephemeral nature of the materials makes time and effort spent on the cataloging process
often a waited effort that is lost after one or two circulations.

In future collection building plans, ,fiction deserves consideration for an overall increase
in size even though it p\resently exhibits numerous strengths. Additions should also be
built Into business materials, social and behavioral sciences, pure and applied science,
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economics and literary criticism. The staff can also make good use of the recently
issued Adult Services replacement list covering modem ancgcontemporary poetry,
drama, the Essay and General Literature Index, and criticism. In conjunction with
expanding the collection's appeal to varyjng audiences, purchase bf Arco mcinuals
should also be increased. One aspect.'df collection maintenance that must be given
more priority is weeding. During the library's early growth years, little weeding was
done since most materials were new or of the basic type that added strength to the
developing collection. Now it has.pome time fothe library to begin seriously to .

adhere to the recommended discard rate of 5% annually. At Shelter Rock since
there is no written discard policy, withdrawal has been k-sed almost entirely on book
condition - if it is falling apart, a book is discarded. Keepingirn mind though
that a well weeded collection tends to encourage a rise in circulatiokplus adds
economies in the areas of space needs and personnel needed to service the collection,
a discard clause should become an essential part of the proposed Book belection
Policy and should be backed up by actual weeding. Iricleciding where to begin the
weeding process, the staff should be aware that weedirp needs to be done in all
major areas, particularly in the 300's, 500's and 600's and in some parts of the 900's.
The weeding process should. gcS hand in hand with a replacement project where later
editions ought to be obtainedtand the superseded ones removed as appropriate.

Ls

On the 1974 Annual Report to theDivi;sion of Library Development, Shelter.Rock re-
corded 4%2 periodical titres which falls'in the middle area of the NLS Library, Yard-
stick range (for a poputation,base betveen 25,000 angl 49,999) of 171 603 petscli-
-al Surpassing Shelter Rock in this population grouping

Ofsuzent subscriptions were North Bellmore, Port Washington; Baldwin Peninsula,
Long Beach, Freeport and Elmopt. The library has presently sef a goql:tor obtaining
500 subscription titles and toward thitgoal' is adding more scholarly jcilirnais in the ''
fields of sociology ana education. In general though the periodical collettion IS
standard Wilson inckx fare, with the Reader's Guide covered .rather, well, folloied
by Po ular Periodical lridex, Spcial Sciences Index, andbittCdifion Index.' The
philosophy in se ectior. for,eriodica as been to pur-Chaie for the broad,pOpiirar
interest of the community rather !Tian specializing in one or two areas. Retention
of- periodicals has been standard practice for the majorilft;sflitles.simply because
until recently, the space was available for housing.exlenOeckvs. ,However,
space.is.c1;iiiiiittng and the time is at hand when microfilmrepiacemett,and, in many
cases, actual discard with reliance_upon the System's microfilm collection should
be considered. Either rn-etlrod would alleviate the need to house such a'high'percentage .

of the periodical collection on the main floor.wheiv Ltsoffers no additional eye apptial
sinacrold magazines are unattractive. Presently there are roughly 80periodicat titles .

On microfilm and three microfilm readers and one reader-printer for,patron use of the-
microfilm. A fair percent of total page time is spent in microfilm retrieval and micro-.
film r instruction. Since two of the readers have been consistent sources of
equip nt breakdowns, some additional microfilm equipment is scheduled for purchase
during the coming year. 21 of the 422 subscription titles are newspaperi. Included
among, he 21 titles are the New York Times, Newsday,, Christian Science Monitor,
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I.

Wall Street Journal, Villdgte Voice and some surrounding loc.3I papers, such as Roslyn
News, Westbury Times, Williston Times, etc., Since the library does have
which attract readers on a'doily basis to the lounge area, it should consider widening
the newspaper offerings to include other sections of the countyy,- perhaps - the Wash-

. ington Post, the Chicago Tribune, and the Los Angeles Times.
%

Total book budget to cover purchase of all library materials h $60,000 for 1975 (an
increase of $5000 over the previous yeti() of whith $41,500 (62.16%) is allocated for
adult purchases (fiction and non - fiction), 7500 (12.5%) for the art and music collec-
tion, $8000 (14.16%) for the juvenile collection, and $2500 (4.16%) for the young
a dult collection. DUriog the year 1975,4$16,080 (26.8%) of the adult book budget'
is earmarked as follows:.

% of Total Book Budget

Itts
Subscriptions $5,200. . 8.66 .

Recordings 3,500 5.83 r,
AV - microfilm 2,00a 3.83

400k leasing 3,180 5.3
%.,

./(McNaugliton) .

- Films, fihnStrips 2,000 3.33

111 Binding . 20', .33 r.

.
-,.

The really striking feat re of the boa(budget is the
.

artidant, ($7500 pr 12.564set aside
. ,...,

specifically fpr Art and usic. Selection philosophy here deirts from the plan em-
ployed in purchase of petibdicals - i.e. buy for. the broad, poioular interests of the
population. Without further knowledge of the community gai&d through statistiCal
stip-Ipiing, iris virtually impossible to be certain that a signifitant\portion-of the people
have an inteMst in art and music that Would surpass their interest and perhops'that 6r

, other segments of the population in business or sctenCe or sports or. some other ibteresrt
area. There are then several reasons forsuggesting that the Board cast a.discerhing eye

..,

onthe\ future of the Art and Music segment of The library. One consideration in this
revaluation should center on the fact that Shelter Rock Public Library is part of the
Nassau Library System and as such, is in arsition to request backup assistance from
fellow Members, at least two of which (Hewlett-Woodmere and Great Neck)have

q uite,extensive art and music holdings. ,other factor to be considered is, of course,
what segment of the library's service program receives a back -seat, as it were, because,
of the time and effort expended on the Art and Music section? We have akeady 'seen

t hat adult fiction is significantly smaller in volume than recommended standards and
further in this chapter, it will become clear that audio visual emphasis is not receiving
enough either in terms of budget or 'staff time and then there is the yvhole question of
increased outreach to the community's disadvantaged which woutd-mean more commit-

ent in budgetary terms and finally, consideration should.be focused on Children's
rvices which presently is equated only slightly above the specialization - Art and Music.

Primarily because the Art and Musk main floor desk has never been utilized by the staff
(presumably because demand in the specialty section has never reached a steady pace)
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and because the library can get by with only a part time Art and Music Librarian, we
are left to conclude that overspecialization in this area has not and probably.will
never receive peak'use by the community; othethise, the public demand would long
ago have necessitated more staff coverage for Art and Musk reference assistance.
Setting priorities for the collection cannot be dependent on mere appearance though
and so the.whole task of outlining major growth areas within the collection will be
left where it most appropriately belongs - with the Board and library planners who
have clos6r community contact than a Consultant team can pick up in a matter of
months. in devising priorities, the suggestion is offered that more consideration be
given to providing for the multifaceted needs of the community than

k
given to select-

ing specialtyoreas to disproportionately enhanae.,

The Art and Musk section contains' conventional items that w.oul4generally be found
in a public library Dekvey 700 section, but, in addition, concentration has been
placed on: opera libVettos, lyric and usic scores; photography, "how to" books,
architecture, and popUlar and classical sheet musk:. The adult Art and Music section
occupies an alcove on the main floor with the 700 collection flouted there as are phono-
discs, art and music pamphlet ,files, art and,musk referece works, and art and -music
pqriodicals. The job of the part time Arearct Music librarian is filled with selecting
for the collection, selecting all phonodiscs except spoken word and juvenile recordings
setting up the yearly concert series, cktpg displays, cataloging ancl'clastrecords
and cakiettes, 4..ndling art and music reference, etc. lft......Jecision is madgkconr.
tinuymphasis in thi; area, then provision must be made for additional scheduled hours
for the Art and Musk Librarian to undertake assignments that cdtKentrate on di
involvement with community, institutional and professional activitiekand associ ons
to encourage wider use of the special materials being gathered. 'She really shoUrd
speaking within the community to groups on the Materials and services provided' and

meeting with other bodies to determine if modifications in available offerings are needed,
.

to 'best serve-existing needs.

The only other special collectiOn at Shelter Rock, is comprised primarily of pamphlet
materials of interest'to paraplegic individuals, which was given.to the library by a kcal
citizen, Mr. Robert Moss, who serves on the Board of Directors of th'e National Para-
plegic Foundation., The materials are up-to-date and cover 'facts or, specialized
products, travbl oppprtunifies, advances in research, etc. Unfortuhately, the materials
do, not receive much use. Possibilities for widening the use of the collection could in-
Clu'de compilation of brochure materials which could circulate to other public libraries
on Long Island informing them of the collection's existence and perhaps increased local
publicity at appropriate times during the year for example, during National Employ the
Hands app pd Week (first full week in October). %,.??

Polic es 5Dr obtaininaan adult card at Shelter Rock include the requirement that the
individal be a resident, property holder in the district and be able.to showegme proof
of address, such as a license, electric ()ill, etc., Adult cards ana juvenile cards alie*
one and the same to conform with the requirements of the circulation system. Special

r
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loan practices are few and for example, allow a patron to check out reference volumes
over night with the stipulation that the book be returned at opening time the following
day.. As of June 29, 1975, there were 16,264 residents registered at the library which
is roughly 54% of the total Special District population.

AUDIOVISUAL SERVICES

\

Due to the segmented assignment of various phases, of the audiovisual job to'many different,.
individuals, audiovisual services is not a separate department within the library and has
no one supervisor overseeing coordination of the final product. For this reason, consid-
eration of audiovisual services as a separate part of the library package provided for the
people of Shelter Rock is somewhat misleading-but will be attempted to.proyide further
understanding of the effect part time staffing having an the total library weration
and to stress the need for coordination at some level boloW Director&

In beginrl g this discuss
w building was designed

wirl n- furniture sekiection, eeting room space,
various kinds. To thiS dry though,y)lieLe has not be
ing eicten3i4oudiovisuarp ramming that might hav
orning. ',Appa lily, over the clef years between the
con ction down tithe preient; there has been a chang
of au isual eqtripmerkt and rnaOrk nd the importance

n of audiovisual services, it should be pointed out that the
,allow for quite n.ektensive audiovisual program with

c. all geared to handle medi**of
the !nodel progress made In effect-

,en assumed at the building's
anding's design and eventual

hijrphy about the role
ume in overall library

goaroccomplikment.--COnstati f this ihtire survey re he ideal

to day fulfillment ef u certain cats of e overall oper.a4c1 have gotteripostponed

1/4'
nit `to reassess t priority tta ,perhaps realign 'se es< the presso day

or overlooked and should be reifitaltze. .1.
In anal zing the present audiovisual program, a catalog of availableardwa and so-Ft-
ware will provide a basjs for comment. At Shelter Roc the list`inclkdes:..----'

16mm film :,T `

Shelter Rock Public Llbrary __is one of ten pubJic.libraries iri '''-u County that belongs .

to a film circuit originallylbe-0 1960. 'S-ter Rochelk s\. gs include 24 films which
have all bee acquired since the opening of the new building and a'e housed locally.
Financial co mitment for continuing in_the circuit varies from year to year but is rough-
ly $1000 ann ally, which each library. can optIo\spend on a single title or perhaps more -
than one MI . Although there has been disce4ision, at Shelter Rock of dropping the circuit,
planners sho Id consider the value to local_patrofis Of \having immediate access to,filin
titles at .publia library whit* otherwise could brksupplied through NLS. only on.an
advance «okinn arrangement. The-many last minute group programs that are saved from
failuce a speakers unexpecte ly cancel commitments and film showings are substituted
should` vide enough good lib publicity to make the $1000 investment quite a bargain.
As fil es record the average i..of a film between 6 and 7 years, Shelter Rock, Will

4
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shortly be approaching the day when evaluation of films for rejuvenation or replacement
should be scheduledtat a rejuvenation house. Budgeting for replacements should be
considered in upcoming years not as part of the annual circuit cost but in addition to it.

8mm film

Recent purchases in this format bring the Shelter Rock inventory to 60 titles of which
80% are regular 8mm and 20% are super-8mm. Selection includes a mixture of old
comedies and travel. The recent purchases will be used for outside-the-library circu-
lation purposes. If this format is a success within the community, the library should
definitely elect to purchase a supply of film loops or 8mm films In cartridge packaging.
This format is particularly A,cceWul in demonstrating "how-to" techniques such as -
how to dog paddle, how to use certain shop tools, how to do the back-hand serve, etc.
Considering the popularity of "how-to" materials at' Shelter Rock, loops should be con-

, sidered for displays and demonstration and eventual circulation*.

Phoalascs-

According to the' 29, 1975 circulation control summary report, ShelW Itbck Public
Library has 2,800 a t disc recordings and 414 juveni Ile disc recordings. 5election for 4
the juvenile recordings is accomplished by the Children's Librarian with approximately
an annual budget of $600; The juvenile phonodiscs, although comprisirig a small collec-
tion,tion, are well selected and include classical m ic, _folk Theremusic and stories. The are

, no pdpular juvenile recordings and the exact po icy on letting children check out adult
recordings took some research to unearth. According to the information dtained, the ,

policy is one of openness to children checking out adult popular recordings13usince it
is a policy not familiar to all staff, it should be made accessible through a procedure
and piicy,manual. Consideration should be given to doubling the J-record budget s8
that more materials Gould be purchased, including some popular materials, and also
that replacement needs could keep up with the rough handling that rapidly deteriorae4,

l the children's recordings. .

The adult recordings, except for spoken word, arc,ctrosen by the Art and Music Librarian.
Shelter Rock should be' proud to know thth its adult recordings are in the best physlal
condition of any public library thus far surveyed in thi county. Part of the reason may
be that record inspection is routinely done as each recording is returned. In addition,
prominent and very complete warnings and instructions about record care are affixed to
every album. Also, the disc4rd rate among the phonodiscs is at a higher level than among

b ooks, with classical materials being removed when scratched beyond, usefulness and a
somewhat less strict discoid policy adhered to with Popular,and juvenile recordings. The
adult phonodisc budget is $2,400 and could be increased by 50% in light of increasing
costs and the brisk circulation of the materials, which is indicative of their popularity.

The Shelter Rock Public Library uses the ANSCR classification scheme for phonodiscs
although not for cassettes. The library has been utilizing the NLS Technical Services -

50



VI - 11

.PhonoRecord acquisition and processing sercice, averaging about 60 purchases a
month thus far this'year. Catalog cards for phonodiscs and music cassettes are filed
separately from the main card catalog's dlphabetical listings and consequently, may
be somewhat difficult to locate. The Director is aware of the confusion this arrange-
ment causes many patrons and exprellid an intent to infertile phonodisc recordings
in the main catalog "as time allows", which really should be within the coming year.

Circulation policy dictates that all phonodiscs circulate for one week except for
instructional recordings which can be checked out for an entire month._ No reserya7_month._

are taken ein phonodisc title's except for instructionalrrecordings. .here is also
. a limit of three records per patron at ony.one time. .

: ..
In-house equipment for listening to records includes.one record playeE in the -

-juvenile area, complete with iwoasets of ,earphones and two Miracord turntables in
the adult area, each of which also has two sets of earphones. These three listening
areas are for patron tilirs and for staff use there is another turntable. Consideratio;

r should be given to. providing anotherInother record player in the children's roar,. The
listeningtvoths are designed to be housed in large,wooden block-like cubes thaf
remain locked unless being used. The cubes function much as end tables when not in
use and as such are rather diiguisedt irons not aware orthe lqtring areas. ' . .

Utilizatioka the equlpmitt, would un ubtedly improve if more prOminent signs
noting their availability were posted and also if, instead of the lock and key technique
now in use, needle cartridget'Wereavailable for,checking out at the circulation or
Juyenile and Reference desks. Such policy would offer the advantage of visual
inspection and cleaning-Of cartridges after each use .

Audio - Cassettes

Reference to the June 29, 1975 circulation control summary report, mentioned
earlier, shows that Shelter Rock owns some 871 cassettes which are designed for patron
circulation. As with records, cassette selection is divided among the Art and Music
librarian for music cassettes and the Children' librarian for juvenile cassettes, and

another Reference librarian who selects spoken Word The budget for cassettes
is $500 which is really minimal. J-Cassettes are not cataloged - a factor that deserves
correction..\ Spoken.word cassette catalog cards, unlike Musk cassette cards, are
interfiled in the main catalog. Cassettes are duplicated on the premises and circulation
of the master is Wier done. The Art and Music librarian expressed interest in crhigh-
speed stereo cessette duplicator but an expensive purchase might be wisely post-

..,,poned Until some clarification of copyright restrictions is.forthcoming from Congress.
`Should a strong copyright law be inacted anytime in the future years, the value of such
a to,4&chase might mixer be realized. As with phonodiscs, no popular musk cassettes are
included in the juvenile collection but can be bortpwed from the adult collection. A
portable cassette tape player is available for in-house use by adults, but not by children,
which seems a regrettable policy considering the ease with which cassette tape equipment
can be operated. It is therefore recommended that the library purchase at least two
portable cassette tape players for use in the children's room and that each player come
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_equipped with headphones. This equipment should be openly displayed in the wet
carrels (those equipped with an electrical outlet) available in the Juvenile area and
signs noting the availability of cassettes should be prominent.

Open - Reel Tapes

Although the Shelter Rock Public Library owns an open-reel 4 inch tape recorder ,

with the capacity to reproduce quality materials, the machine is never used and has
been relegated to a niche in the meeting room projection booth. It should be moved
to one of the empty listening cubes in the adult part of the library or placed with
an operative listening station.. If it is moved where it could receive use, the library
should then purchase some open-reel tapes and begin experimenting with techniques
to best utilize the machine. .One possibility is to tape the. Sundoy Concert series for
reFday during upco ng weeks in the library. Another would be to offer use of the
machine for piped i music during organizational use of the meetinicom..And, of
course, with the entennial at hand, such equipment could be t rce for Shelter
-Rock to begin an oral taping project involvinglocal residents who must have ver*,
fresh memories of the area's development since World War II - certainly, a subject ,

N
that doesn't sound too historical but should bkpreserved now rather than offering /

tuce.generations no record of the past. Certainly, the machine could also be .

ilable for local YA's to record short book reports that could, in turn, be 9 guide ,
other YA's in selecting enjoyable volumes. Considering the available resources at

He ks High School Media Center and the widespread use of media equipment by the
school a population there, it seems safe to assume that if the 4 inch tape recorder's
existence were known, the use would be heavy by young adults. There is also the
possibility of offering the equipment for loan since use resulting eventually in the
equipment's shorter life seems preferable to letting the recorder gather dust in the
projection booth.

Filmstrips
4

juvenile collection has 133 sound filmstrips which are story-telling sequences.
None of these items circulates either within the library, or outside the library as they
are all reserved for use in children's programs. Once again, considering the availa-
bility of the wet carrels in the Juvenile, department, there should be rear screen
projection equipment available and visible and a variety of filmstrip and cassette
packages or kitsprovided for self-exploration by the young.

Slides

Although Shelter R ck has elected to concentrate in Art and Music with some
emphasis on architec re, there a not yet an accompanying slide collection to
support visual self-stu y. Regardless of the final priority art and music Will receive
in overall collection ssessment, a slide collection should be part of the Shelter
Rock audio-visual co !action. For the success of such a new venture to be assured,
the patrons must be are of the materials'.existence. One method of attractively
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displaying a slide collection that the planners at Shelter Rock will want to
investigate for purchase is the Abodia slide cabinet with provision for HI ation,
selection and display in a compact and attractive arrangement.

Framed Art Reproductions

The glassed-in Memorial Con rence room to one si the Adult Services Office
houses the 167 framed art repOductions owned by t = Shelter Rock Public Library.
Usif of the artworks by the Community hai been li ited and could be attributed to
several factors, including: 1) the fact that the assed-enclosed room looks off
limits to the public and few probably venture in to see the selection of art,
.2) perhaps the entire display of the framed reproductions is just so perfect within the
library setting that it looks, not like circulation material, but rather like a permanent
exhibit, 3) the lack of an. signs outside the conference room inviting patrons inside
to select art, .4) since a high percentage 9f thecompnity, is financially well-off,
the chances ake great that few would have a need for art reproductions, and 5) a lack
of mass distribtted publicity on this collection's existence has meant that the
particular public geared to art reproduction circulation has never been found. In

other,library settings, space has limited art reproduction display and yet circulation
has continued through use of notebooks arranged with pages of icaled pictures of the

available reproductions. Such a technique forms the basis for selection and purchase
of the reproductions by the library staff and could be effectively utilized in the same
fashion by the public at the circulation or refeithce desks so that patrons are triode

,doubly aware that the collection exists.

Audiovibal Equipment
'

In addition to the record player in the Juvenile area andthe two turiitablet in the
Adult section, which have already been mentioned, the Shelter Rock Public Library
has on its AV inventory the following:

3 Manual threading, 16 mm Graflex projectors - one new, the others in good
good condition. Use restricted to in-house.

A dual 43 mm GAF silent projector - new, not yet put to use. Use will be

restricted to Juvenile programming.

2 Viewlex s6tigi filmstrip projectors, one with a rearscreen'.

2 filmstrip viewers.

A GAF- sli

A Kodak Carousel 860 slide projector with zoolA lens. Is available for in-house

pat* use.
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A Pentagon cassette duplicaror. This piece is regularly cleaned but should also
be demagnitized routinely,.

A Cassette player/recorder. Use restricted to in-house.

The Meeting room and adjoining projection booth house: an amplifier, a
turntable, a Tandberg inch open-reel tape recorder, a microphone and stand,
two mounted speakers, and a Steinway Model L piano .

The only pieces of equipment scheduled for patron circulation are three or fo r
cassette players which will soon be available for loan.. Such a new service is needed,
for if the library is to build up -pport with locarcommunity groups, then some fundi
most go for the purchase of circ4ting AV equipment, Hopefully, the service will
exten beyond cassette equipment to loan'of 16 mm projectors, slide projectors, tape
reco ers, etc. t

.A

eln additia audiovisual equipment loan, there are other services that should be a
natural th of the widening concept of providing library service,to the
communtil. For example, Shelter Rock has yet to join with other Nassau County
public librariesinwhich are Providing Chartdr bus service for their patrons to enjoy
the New York City opera season. Considering the library's emphasis on art and music,
this opera bus seems a natural service thalhould be available to the citizens within
the special district. Here again, the fragmentation of part time staff_mernbers seems
to be a major limiting factor in undertaking the. booking responsibility necessary for
providing the bus service. .

Film preview is another service that should be available for community group and
program planners - in fact, any 'community member. To be well used, the se ice
must be °Only advertised and an area set up for film previewing should be observable
within the library. Rear screen projection equipment and headphones are two essential
ingredients for offering film previewing within an open reading and study area. _

Another service which is available within the MA but not clearly marked for atron
ease in locating it is the supply of film catalogs from major distributors which.wou be
of use to program planners.and citizens with 16 mm home projectors. NLS Film
CatafrIgs are also available in the library, but they too are not openly displayed or
offered for sale. Locating these items, plus the New York State Library Collection
listing, more conveniently for patron use is certainly desirable and could increase an,
awareness of, the availability of media through the public library.*

For some comparison as to how Shelter Rock stands among two other public libraries
(sorting similar popUlations) according to 16 mm film usage, the following chart has
been included:

N
6
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Film Bookings: A parison
November 1974 through January 1975 4

Shelter Rock Garden City Port Washington

p
Community Use
School Use

14

127

22
36 257

Library Use 31 32
Home Use 32 18 100

Tot ttles Used ' 108

Two target areas that future publicity should be designed to attrac, are 1) home use
of films and 2) community or organizational use of films. Announcements of the
latest available titles from the system should be`considered also as a means of attracting
new users.

In expanding the film service at Shelter Rock, more time would need to be
available for the professional assigned to film service to spend in attending the System's
'previews, to spend on creating film programs with discussion sequences included, to
spend gaining, skills in maintenance procedure, etc. Right now the service has reached
its limits given the current part time staff scheduling and the provision for clerical
and page assistance in fulfilling assignments. During the coming year, Shelter Rock
will be offering two of the 'NLS shared-cost feature film series - Series C (children's
films) and Series D (adult films). Given the lack of young adult programming .

-'7filnis and book discOssions seem a natural for this age group and topics could be
, designed to attract not only YA's but also adults. Again though, expansion of the _

,film service_requiressi commitment in terms of time (audienceirre developed over
serveral years not automatic), staff, publicity (monthly mailings going...out to Special
District households some weeks prior to any event), etc. In discussing.the present
level of audiovisual services at Shelter Rock with several staff members, there were
repeated references made to the trauma associated with mcchanical breakdowns of
AV equipment at crucial moments. Apparently at Shelter Rock, the 'professional
staff has generally relied upon the page supervisor (Head of Technical Services) to
operate and keep the AV equipment functioning. Considering that this 'position is a
part time job' usually occupying nighttime hours, it is recommended that some in-
service training of all professional staff be undertaken in the maintenance and operation/77 techniques for all available equipment presently in-house. With knowledge comes

k reassurance and then wider and more innovative use of avanable hardware and software.

A

One service tbrrently provided by the library was created by the Children's librarian
and involves 'use of slides in addition to an oral presentation to acquaint groups with
the services offered by the Juvenile Department of the Shelter Rock Public/Library.
Since this technique has proved successful, it should be expanded to.include information
on the full range of services offered by the library and presented for various community
groups or perhaps set up for orientation to the library. The audiovisual staff at .1\ILS
stands reudy to advise about the ibrary's creation of the program ujekig the Cinemasound

4
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No discussion of the audiovisual aspects of the service program at Shelter Rock

should conclude without mentioning the lack of supervisory coordination of the

total project. The audiovisual functions are parcelled out as follows: one part-

time reference librarian selects spoken phonodises and Cassettes; another part -

time reference Ilbrariort-harr-esponsibility for the film sariices; a full-time

clerical person handles film bookings; the Art and tvitisic librarian (another part-

time reference position) handles selection of all non-spoken, -adrift phonodiscs and

c -ttes; the full-time Children's librarian selects all juvenile, non - spoken

discs cassettes; the page supervisor is responsible tOr equipment maintenance

and opedfion, etc. Despite the fact that the Head of Adult Service' -Theoretically

in charge of the Reference librarians, this authority does not e ed

assignments outside the realm of Reference desk duty and e

specialized assignments, the Head of Allylt_Serviioul over

Children's Services, page services, anterittil services In effect the is

no one professional chiirged with giving cohesion to t ful I,range o ware

and software utilization a lection within the library. 'Each -rates

in somewhat of a vacuum then rding any overall goal forthe a collection

at Shelter Rock. Without some change in organizational AV

will continue to be disjointed and tack the direction th ould guide the lib ry

toward a quality media program for the community.

CHILDREN'S SERVICES

The Children's Department of the Shelter Rock Public Library provides services to

youngsters from preschool through Grade 7. Staffing for the Department is limited

solely to one full-time professional librarian, The highlight of the juv/Aile sett

really has to be the building itself - the deep woodtones, the overhecid flu

Japanese kite fish, the appealing window seats, the bright blue fumi u --;.71-1. the

attractive flower panels at the Tc.i of each stack.range all combine to iv the

Children's area an unexcelled charm. Since the physical fa inflect are ducive

to whatever is-to be the future develdpmeet of Children's Services . !ter Rock,

this section will deal primarily with the following target areas th1 eserve

consideration and review in planning efforts: 1) the look of a we developed

'audiovisual program in the Juvenile Ow, 2) the Inadequate level o taff allotted

to the Juvenile area, 3) the low overall percent of the tad( book bud -

marked for Juvenile materials, 4). the need for an accelerated range of pro am=

ming.for the Juvenile age, 5) review of some unwritten policies and,creation a

written set of policies and procedures for all staff, 6) increased publicity (or mos

if not all, the services' of the Juvenile Department.

Having justAmpleted the Audio Visual section, it shOuld be clear that incorporation

of more media kr: the Children's departmentis9 definite recommendation. It is

a delight to see that the Shelter Rock Public Library is equipped with wet carrels in

the Children's room (i.e. carrels having electrical outlets) but a disappointment not

36*
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to find each equipped with some piece ofaudiovisual equipment - tape recorder,
or cassette player, or filmstrip and rear screen projector, or record player, etc.. -
ready' for busy young hands and minds to explore. Unfortunately, the only audio-
visual equipment available in the Children's room at the time of the survey visit
was the record player locked away in the wooden cube without a clue as to
1) what the cube contained nor 2) how to go about getting the cube unlocked.
Informational signs are needed in the Juvenile section (as throughout the library)r to inform the public about non-visual services, about new services, and about
special upcoming events. Displays too would be a helpful way of passing information
to patrons and ore certainly recommended for widespread use in Children's areas.
To illustrate the suggested'uses of signs and displays, it would be of value totcrve a
special display of the newly available books in Signed English and to have the sign
announcing the availability of the braille/print picture books posted at the Children's
Reference desk or at the main circulation desk and also to have a sign stating where
the record player is located and how to use it.

0

The lack of displays and probably the limited scope of media in the Juvenile section
are most likely the result Of the insufficient staffing in the Children's room. The
iihe full-time librarian that is scheduled in the Children's area must divide her time
between conducting story hours, selecting materials, doing various phases of the
cataloging process, weeding, doing Children's reference - the tasks are endless and
when the Children's Librarian is off duty or HI or on vacation, there is no.one to
replace her. The result then is that on three nights a week and every other Saturday,
the Children's room is left unmanned. Therefore, it is recommended that another
full-time professional Children's librarian be added to the staff as a number one
priority for upgrading the level of juvenile services provided. In line with this
recommendation, it would also be appropriate for clerical assistance to be assigned_
to the Children's department to relieve the professionals of such clerical tasks as
checking the on-order file and pasting in the library's publicity boOk.

The Juvenile book budget is $8,500 or some 14.16% of a total book budget of
$60,000. This allotment, however, does not meet' with the usually accepted
allocation of approximately 25% of the total book budget dedicated to the purchase
of juvenile materials ond H is therefore recommended that the planners at,Shelter
Rock re-examine collection priorities with the expectation -of ising the yearly,
sum devoted to purchasing books for area youngsters. From observations made of the
collection, the result of low budgeting amounts flowing into juvenile purchases is
definitely limiting the quantity of new volumes that could be expected to be
available throughout. The fiction collection, in particular, has noticeable gaps in
the area of popular fiction designed to appeal to grades 2-4 and also in the raige of
titles available from well known authors. Duplicate copies also appear to be
purchased in far too limited quantities to fulfill demand. One solution would be to
close gaps with the purchase of more paperback items. Shelving beginning readers
separately from the picture books would also rearrange materials, so as to make
their presence better known. Using the inventory made of the collection in conjunc-
tion with converting to the NLS-circulation control system, checking should be done

-1
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against such recommended lists as Gaver's Elementary School Library Collection
and the Children's Catalog. As gaps are discovered, whether resulting from
previous low budget sums available or from theft, replacements should be secured.

The picture bOok collection, shelved in the area immediately in front of the Children's
Librarian's office and next to the window box seats, appears to be adequate . In the non-
fiction collection, the 500's and 600's are apparently well selected and adequate with
particular emphasis on plants and animals. These two Dewey numbers contained
rtore new books than any other juvenile area. Sex education books are on open
shelves, but some of the newer, franker titles were not available during the visit
made to review the collection. Regarding the 900's, particularly books on states
and countries, it is evident that new titles are being urchased as they become
available. However, it seems unfortunate that the of title are still retained.
Just one example, among books on Brazil there were two pu ished,by Fideler, one
from 1962, as well ds,a revised edition of the same book from 1969: The earlier
title should have been withdrawn when the new one arrived or if upon receipt of
the 1969 volume, there was found to be little difference between the two volumes,
then consideration should haw been given to the value of having the material in
the collection at all. Fideler volumes on countries were designed as textbooks and
are generally so oversimplified as to prove of 4ittle value for overall collection
strength.

Often checking back purchasing orders can provide some clue as to the pattern of
selection thai is developing in a collection. For the case of Shelter Rock though
checking on purchases made from NLS recommended juvenile lists will not offer
an exact picture of past ordering since the library does rely heavily on Kirkus
reviews for selection. Nevertheless, it is still interesting to see that of 38 copies
(27 titles) ordered from lisf,J09, only one was a fiction title; fow paperbacks were
ordered and the, remainder were hardcover nonfiction. Similarly', from list J08
out of 45 copies ordered (37 titles), only three were fiction, seven paperback, and
the remainder nonfiction. This same pattern of few fiction and paperback additions
holds true in checking back print-outs for the past year. While it is not definite
what, if any, problem exists with the present juvenile collection, over-selectivity
cannot be ruled out but, considering the consistently reliable book reviews
completed by th#Children's Librarian for the Nassau Library System, the problem
is most probably traceable to inadequate staffing which limits time n.eeded for ,

collection building, inventory update, and control. It is commendable in looking
over past orders, that special education materials and professional materials are
purchased nearly 100% of the time. One statistic of interest - from the J 99,
picture book replacement list (totaling 500 titles), Shelter Rock purchased 182
titles (260 copies). It is surprising to find a relatively new library purchasing so
many replacements but also encouraging to note that concern for a quality collection
is so appcirent.

Apart from the book collection, the juvenile periodical collection is excellent and
well displayed. ,Selections here duplicate materials, often found in Adult collections

58
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c---V7 but equally of interest,to the juvenile set. Such a policy for duplicating materials
not clearly defined by an age demarcation would be recommended for purchase of popular
music on both cassettes and phonodiscs for the children's room.

The fourth concern in the Children's Department involves a refommendation for more diver-
sification in programming - another suggestion which too will be dependent on additional
manpower in the Juvenile Department. Currently, there are two registered picture book hours
each week plus a Friday film program. There is a small, nonspecific amount for program
budget but generally special funds are requested for each activity planned. Occasionally,

uests from aroups such as scouts, 4-H Clubs, etc. also result in special one-time programs.

The purp of picture book registration at Shelter Rock is unclear since there are,ppporently
between 50 and 60 children signed up for each of the hours available although attendance
on the day of the consultant visit was about 20 youngsters. Either unregistered programs should
be conducted or registration should be strictly limited to a maximum of 25 per session with
sufficient sessions to accommodate community need. Ideally, there should be boIh registered
and unregistered picture book hours available. The library might wait.klo experiment with
the addition of a heavily publicized, unregistered bedtime picture book Pour per week
(perhcips from 6:30 - 7:00, or from 7:00 - 7:30) .

,

/

With additional staffing, there should be time for read-alouds and storytelling programs
(in contrast with pi ture book programs) after school. hours and in the evenings for older
chi ldren. In addi ion, there should be special series begun such as book discussions,
diama, creative w it' a; etc., also for olddr children. Regularly schedUled class visits
would bring a clo contact with children in the area who have not yet made their way
to the library. Some cussion with local teachers, school librarians and principals and
perhaps a coopera clA surrounding public libraries should result in a method
of providing each eli h6ol-age youngster in the Special District with a library
card. Community-based programming is also in need of expansion and could include a
wide range of activities from storytelling in public parks to work with adults in providing
workshops and/or instruction on the value of children's literature for youngsters, guidelines
for selecting books, technique of utilizing books and meclig.rwith children, etc. Such
workshops or continuing education series sfibtkalsrre provided at the library for volunteers,
early childhood teachers ankaides, parents of preschoolers, etc . Actually the range of
interest and needs within the.community could be measured in part by opening discussions
with the mothers bringing youngsters to picture book programs. Certainly, it is encouraging
to note that the Children's Librarian is nearly always in attendance at NLS workshops
and other speasia0ostitutes where techniques in gaining skill and competency with new
materials, new finOr ptayi and new participatory activities are provided as a 'source for
creation of local sessions.

Policies, as we have seen' in previou sections, are noted by their absence at Shelter
Rock - that is, written policies. CI sound collection development should be backed
by carefully planned and written poll uidelines. In creating a written plan for the

\
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collection, writers are certainly urged to give more priority to the juvenile collection
than it currently receives in term's of budgetary allocations. Guidelines should also be
spelled out for discarding, particularly in the non-fiction area. Also deserving of space
in the completed document is a section covering selection of non-book materials, including
in the Juvenile area, media kits and other software .

In addition to a Book Selection Policy and a Discard Policy though, Shelter Rock needs
a manual with specific Board guidance spelled out on subjects like collection access for
juveniles. While there is reportedly a policy of open access to the entire collection,
it should be backed up in print. Such a practice would also help eliminate the confusion
evident among staff concerning whether or not children have access to adult recordings
.(see Audicivisual Services). Other policies which deserve space in the manual include:
I) limits placed on the number of books that can be checked out at anyone time (currently
unlimited except understandably in the case of mass school assignments), 2) restrictions,
on reserving materials (apparently, picture books cannot be reserved but, for what reason
this is not allowed is unclear), 3) restrictions on renewals (books can be renewed if there
are no outstanding requests for the item), etc. Creating policies and committing them
to print is often an excellent time to reflect upon unwritten trends that become, in effect,
policy. For instance, at Shelter Rock educational toys and games are not part of the
Juvenile collection although their addition is certainly recommended to attract more
users to the Children's area of the library.

The sixth and final concern that should be mentioned in relation to Children's Service's
deals with the amount of publicity presently'being distributed to announce services and

. programming of interest to area youngsters. Flieri for special programming are provided
and distributed to each child in the schools within the district (including the Human
Resources School) but regular offerings are not widely advertised, reportedly because
the programs are already heavily subscribed. Such a philosophy is really contrary to
the widely accepted library philosophy of using communication and good public relations
to stimulate the greatest possible demand and-adjusting the number and time of programs
to accommodate the response . With overall circulation figures running below the 9.5
per capita mark, it is safe to assume that the Shelter Rock Public Library has yet to tap
all the resources at hand to increase utilization of the library. The recommendations
contained in the Community Relations Chapter of this report go more into detail on possible
avenues to explore in increasing communication with the service area but certainly a
helpful tool would be a more frequent newsletter that should be mailed to all district
households and should continue to contain a section on Children's Services. In addition
to the newsletter, it is recommended that letters be sent annually to teachers, school
librarians, principals, etc., iniforming them of available services and asking for their
cooperation in providing the best possible service to children.

.

REFERENCE . 0

ALA's Public Library Association recently issued "Goals and Guidelines for Community
Library Services" which recommends a user-oriented approach to public library servic

i
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Within t Ument, bask services which should be provided are outlined,arid inducted
in this list ng, is whole section entitled "Information and Referral" which describes
a wide range of sery s often thought of in terms of a "Reference" Department. Quoting
from the document -- "in aiion is now the staff of life." The heart of Reference
Service then is delivery of in aryation services to the putlic. At Shelter. Rock there_
appear to be some obstacles ocking the most efficient delivery of information services
to the public and4hissections 11 therefore concentrate on suggestions for removing
procedures that hamper an otherwise efficient operation.

Answers to three rather basic
the task of offering reference
the Reference Department? 2) Whe
Reference desk collection housed? The
remaining two questiws because it conce
Just as audiovisual se ar,e's has no ti-ira
has no Head Reference

could. . argued that the
in fait, tlas4tosin
entire
scheduling
sibilities of an
position and do

uestions pinpoint the very obstacles that are conanding
ser e to patrons: I) Which staff member is in charge of

the Reference desk, located? 3) Where is the
t question may actually hold, the key to the
staffing - the basis of the whole service... \
.11°artment head or coordinator, reference also

rian to whom all other reference personnel.report. Of course,
of Adult Services functions as Reference Coordinator but,

m4f it many non-reference tasks such.as overseeir the
ry operation in the Director's absence, coordinating all non-juvenile orders,

ofessional personnel, etc . In effect, the Head of Adult Services has respon-
dministrative nature that are beyond the scope of a Reference Head's

t allow total workday commitment to Reference alone. Therefore,
Shelter Rock is left` in the position of having no sireteperson who is primarily responsible
for the well-being of the Reference Department. Considering the size of the community
served and noting the average attendance on any given day , the library should have full
time professional librarians staffing a Reference Department.

A primary reason for having full time stdff members in Reference is a desireacdlave the
continuity, meded for following through on a question that may require several days of
research and for collection maintenance - a skill developed, among other things, from
an awareness of the changing demands made on the collection that will require subject
additions. At Shelter Rock, an examination of the collection turned up a great many
instances of early and later editions of titles standing together on the shelves. The staff
felt that such situations arose from having different individuals s cting new materials
and receiving new items into the Reference Collection. A Referenc Librarian in charge
of the collection and not assigned a myriad of othe tasks as well, would certainly take
responsibility for collection currency and see that deadwood was removed by engagirin
a regular weeding program. Continuity in staffing would also enhance telephone and in-
house reference service. Very often, a call arrives in tile morning, for instance, and
the staff shift changes before a call-back can be made .) The same continuity would also
facilitate dealings with NLS.Reference Services which now find that staff shifts make
follow-up discUssion on questions a near impossibi!ity. Just as an example, suppose a
musk reference question is phoned in at 11:30 a .m. on Tuesdgy when the Art and Musk
Librarian is available to assist. Typically, the question will require research and waiting
in-house patrons must also be served. The next time that this same librarian would again
be on duty during the morning is not until Friday - what's to be done? Well, the Shelter
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Rock staff has been resourceful in coping with the existing arrangement and a highly

.4%. ' -dey_oped system of note leaving goes on constantly. But how'often are notes misplaced
N77.-.._-'. _orsuestkans not written down? Such a system is far from efficient and needs some over-

haul for improved service to the public for which it should be designed, N,

- .

The second question concerning location of the Reference desk is probably unique to this
library and may have developed unconsciously due to the positioning of the vertical file
cabinets. These cabinets form a range that has,served to cut off vision between the
circulatNkdesk and what was planned to be the reference desk and also between the
card catalobancl the reference desk, consequently, patrons Idontmanage to stumble,
into the reference area but concentrate their questioning near e circulition desk and
the area of the card catalog. Therefore, Reference services have moved nearer the center
of the action and are, in effect, located from a base in the Adult Services office. The
unfortunate part of this arrangement is that behind-the-scenes workspace is being consumed
by an activity that more propery belongs on the public service floor. From the use` view
too, there should be a furniture skiff as soon as possible so that the less hearty seeker of
information need not brave the threshold of private office to ask for assistance.
Then too there is the whole problem vandalism or theft which is not controllable from
the enclosed adult service office but co well be from a station at he Reference desk .

In completing a furniture change, the ve \al files should be moved out of the way -
`perhapsperhaps toPne side nearer the microfilm cabi is or perhaps the reference desk and vertical

les should change places. The staff will re have to experiment with a rearranginge,s
"lau any shuffle hould allow the circulation d- r to clearly see the IWerence librarian
on u at all times sothat n irecting is facirt ed. While a shifting 4 being
plotte t somecirrangement should also be devised :t locate the Reference desk
collection luding Subject Guide to Books in Print the _,___Nassau - Suffolk,Union List

Serials, another Ready-Reference materials around or wh-1-he Reference desk
Such an arrangement would make it feasible to have a Referencealibrarian stationed at the
Reference desk dunrgkall open hours. As the Reference desk colleEtion now exists it is
partially shelved behinthe desk of the Head of Adult Services, pa?tkilly located in various
work areas, and also scattered along the top of the circulation counter. Bringing all the
materials,together in a central location should eliminate the need for muc walking hither
and yon to assist patrons. ..- ,.

4

\
Further improvement in Reference service to patrons could result if the task of initiati
subject requests was reassigned where it rightfulGbelckngs - with a professional librarian.
Presently, the interlibrary loan clerk is solely responsible for initiating subject requests
which are a vital part of the follow-up needed to complete many, reference questions.
It is recommended that a change in procedure here be made sothat every professional
librarian on the staff be made ay>ce of the subject request form ar4L,ilso of oth = network
interlibrary loan forms and their prcer use. Certainly; *e NLS Reference Depa nt

stands ready to assiFsetzpeeded in clarifying or.explainit any the f the
cedures followed i 'eying a volume or reference ;nfor tion through to

While on the subjeCt of interlibrary loans, a ch ck of the She sr Rock opetaions

N.
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interli rary toads are treated as a portion of the reserve process. When a reader asks for
a book the fikary.4oes not own, or one that is owned but has not been on the shelf recently,
the reserve clerk utomatically turns the, request into an interloan request. Occasionally,
the patron will haib.,talked with a librariltut often only the patron and the interlibrary
loan clerk have confOred . In addition, all requests for books owned by the library but
not located through reserve within two months are automatically converted into interlibrary
loan requests without reference, at this later date, to the patron. In a great many
instances, this use of interlibrary loan is probably a service much appreciated by the reader
but as a sizeable 'amount of the interlibrary loan voltimes wait on the shelves at Shelter
Rock without being picked up by patrons, it is apparent that not all readers still want the
material after a two month interval . What appears to IA needed is a recontact with the."'"
patron or further clarification during th first contact to determine if this is th-e-ZnFibool),,
which will fill the need and if pursuit of e volume should stilt be attempted after a
particular date . Such a follow-up shout decrease the size and wo involyed
interlibrary loan prOcedure at Shelter Rock and free the senior clerk o handle More of
her assigned supervisory responsibilities.

By scanr'Kgtheteives of the Reference collection, it is easy to conclude-that .tbeccol-
lection is in genetally'_good shape. Standard tools in all Dewey areas are to be found,

re current and well maintained. Particular collection strength was noted in the 800's,
s, and 920's. Excluding # 590's, which are well represented, the weakest Reference

°Notion areas are in th O's and the 900's. There is, as mentioned, a good deal of
ml which can be remo4 because of the presence of later editions. Only one-
instance of out -of -date material that could result in C1 serious information gap was found -

-the U.'.. Code- on hand is the first supplement althoUgh the third supplemebt can be
Purchased. With space obviously no problem for collection growth, several long runs
of annuals have been kept thus addikg depth °to the collection. Unfortunately, business
reference sources are not located in convenient facilities. According to the staff, business
materials are nbt in heavy demand butas this may be largely a factor of location, a is

c, recommended that a more prominent c-q-aa-ble location be given to Moody's and that -
C"-

subsciiptions to business and investment series be undertaken. In addition to the Reference
book collection and the backup supplied by the periodical collection and the general
collection, Shelter Rock also maintains a vertical file of some 50 drawers. The contents
appear to be well selected and maintained and are obviously obtained from a variety of

sources beyond the basics from Vertical File Index. The most obvious need for the vertical
file is not content but location elsewhere to eliminate the obstruCted view between ch.-

ion and reference .

Data coe on the use made of the serviceiprovided by the System's Reference Department
. , .

for callndar If/4 shows that Sheffer Rock was the 6th mostlrequent user of Union Catalog
ices among the member libraries with 3,549 calls being placed to NLS to provide

loco :pn facts on needed 'materials. 'At the same time, Shelter 'Rock was the Ilth heaviest

user of the :;...f.renceack-up information service with 108 reference questions passed on
to-the NLS sy it is for furiher search . Shelter Rock has also in the past been a faith-

.. . participant a most NLS Reference workshops and programs. However, the library
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with a relatively new collection has not been 'a heavy lender of interlibrary loan materials
due to lack of age in the. collection. Lastly, the fine spirit of cooperation on the part
of the staff seen through a willingness to participate in committee work, workshops, or
telephone assistance for other libraries is commendable

TALKING 'BOOKS

As a point of reference, talking bow consist of sets of recorded discs, produced at speeds
of either 8 R.P.M. or 16 R.P.M., containing spoken transcription of entire voltimes.
Talkir, books are provided free of charge through the Library of Congress and are dis-
tributed through local agencies, in this case - the Nassau Likrary System and the Shel-
ter Rock Public Library. Recently, spoken recordings have also begun to be produced
on recorded cassettes. Library of Congress equipment to play either the discs or cassettes
is also provided through the Nassau ;library System.

According to figures released by the Library' of Congress, Division for the Blind and
Physically Handicapped, at least 3.7% of the population qualifies for talking book services
by virtue of being physically unable to read normal-size print. With a population estimate
of 30,000, the Special District served by the Shelter Aock Public Library has a potential
talking book readership of 1,110 people. Contrast that figure with the registration of 16
adult and 4 young adult active borrowers with active being defined as having withdra n
at least 1 book within the past year) and it is not hard to determine that Shelter Roe h s
a kmg way to go to achieve a level of talking book service that would prove invalu le,
to the community. Of course, realistically it should be pointed outythat not all 1,110 *le
would ever desire to use the service available, but if it can be assumed that the same
percentage of the total population that uses library services (conservatively estimated at
between 10 and 20% of the total population) would use talking book services, then Shelter
Rack should be serving between III and 222 clients. The question then becomes - how
to attract the potential patrons. Certainly, a start in this direction would be to include
slides of children, young adults, and adults using the talking book material within the
scope of the recommended Cinemasound joroduction (see p.°V1 - 15). In reaching children
and young adults, it is crucial that contacts with teachers be maintained so that knowledge
of individual youngsters needing the service can be exchanged. Homebound teachers are
also good contacts for locating youngsters that may have temporary need for some phase
of the service provided . The really big factor in attracting more patrons is, of course,
communication which can be fostered through using the posters on the talking book service
that,are available through the system. Placing posters in churches, community meeting
rooms, laJndromats, and other non-library areas is certainly indicated. As with other
phases of the library's program, speeches to PTA's, service clubs and other community
organizations concerning the service offerings are also desirable. x ibits too are a method
of getting the word to the public and, should they be needed, de onstratiOn machines
are ailable from NI.S for such purpose.

Shelter, R k does maintain a deposit collection of talking books to fill the requests of

4



N
VI -25

1
patrons who drop by the library and do not wish to wait for system4delivery of selected
volumes. Most of the patrons at Shelter Rock do pick up or have picked up for them the,

materials they seek. But mail delivery can be arranged for those unable to get .to the

I ibrary .

Staffing for the Talking Book Service is provided by one 20 hour per week Reference

Librarian who is at work Monday and Wednesday mornings (the library is closed to the
public Wednesday morning), Friday afternoons, Thuriday evenings, and alternate Tuesday

afternoons with Saturday mornings. During the remaining open library hours, no one

is chsg0 with responsibility for Talking Book requests and the system, previously mentioned

of IbSvinti notes for the absent worker 4 followed. It is recommended that other staff

be trained in the proceduregollowed forTalking Book materials so that requests can be

handled as they arrive. Ideally, one other person thoroughly familiar with the service
should have responsibility for it in the absence of the Talking ,Book/Reference librarian.

YOUNG ADULT SERVICES

Shelter Rock has one o_ f the county's largest young adult book collections - a collection.
geared to junior high school age youngsters with no planning evident that would sAgest

a more liberal trend to extend the collection's depth to provide for a broader age span.
With the total collection open to all ages, mature young adults are expected to use the

adult book collection to fill their needs. Placement of any young adult collection should

be designed so as to be easily located,be near reference 'material and yet apart from

the rest of the collection to, in effect, provide for a special, identifiable spot for 'IA's
to gather. At Shelter Rock the YA-area is inimedicaely4p the right as one enters the

main library area after passing through the display case'foyer. Its best feature is the

ease with which the `q area can be spotted and for heavy YA use, its worse feature has

to be the openess of the area and its prominance across from the main library control area -

the circulation desk . To any YA, it must be obvious that the site was chosen for
supervis'ory convenience. Probably because of a desire not to be under so many watchful

eyes, YA's tend to congregate during the evening hours in the non-supervisorable carrel

area . In addition to location, a YA area should also contain displays, furniture, and
AV equipment designed to attract YA's and provide a surrounding with which they can

identify. Hopefully, lounge or,random seating would be available, tape recorders and
listening booths prominent, bulletin boards up, ters on display, records and cassettes

openly provided, etc . However, at Shelter Rock a re conservative approach has shaped

a young adult area equipped with only the book cone; i n some tables and tbairs for
study space, and a librarian's desk which has never ,kieen trtanne4br a YA librarian and

is slated to become the center for InfOcmation and Referral ConferenCes.

The main philosophy that is currently guiding young adUlt services would seem to,be the

widespreadikttitode among the staff that the number of kids already using the library is

placing a burder! on exi sting manpower; so why begin an accelerated program designed -

attract even more-YA § to the library? Hopefully, such frustration over the amount to be'-'1`,'
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accomplisheckand the limited time in which to do things will be relieved if not erased

with implementation of the recommendations contained.in Chapter VII and with consider-

ation given to less dependence on part time workers. In the case of Young Adult Services,

it is crucial that the assigned Librarian be scheduled when the YA's are in the library

and that she be at a public service desk ready to work with and for the YA's using the

facilities (see discussion of YA staffing schedule p. V - 4). Otherwise the designation,

1"Young Adult Librarian," will pertain only to the duty of selecting for the YA book

collection without having any relexance to implementation of young adult services.

The portion of the budget set aside for young adult' purchasesjs. $2500 which is low, but

fro discussions/with the You're Adult Libratictn, the customary budget reallocations near

the of each budget year are sufficient to Supply the YA collectioh's growth needs.

In other words/ the $2500 sum is not rigid and can\be' increased as needed. The Young

Adult Librarian selects the YA book materials fromLNLVYA lists and from standard selection

tools such as Library-Journal . In 1974, Shelter Rock placed orders for.181 books from II

listsof the 12 YA ists procly the System. Books purchased from YA lists are strictly for

the YA shelf with a title rarely purchased from these lists for the adult`collection. Since

the YA collection makes no attempt to provide materials for junior and senior high school

students, it. is suggested that the YA lists also be considered by the adult libraria r
purchases so that the older YA's needs are being adequate met in the adult collect!

A display of YA "best"sellers"'is maintained on a table in the YA area to highlight the

collection. This display is kept small and current by frequent,Odditions and adds considers:'

to material usage. Paperback materials are located in one of two places within the YA

collection - I) as part of the uncataloged browsing paperback collection or 2) paperbacks

considered of more importanCe to the collection are cataloged and shelved with the hardbound

volumes. It is recommended that fulkcatalogino for any YA paperbacks be discontinued.

If considered necessary, a simple shelf list could be 'established to,show which titles were

purchased for the collection. In all probability, cataloging has liftle effect on whether or

not materials disappdbr from the collection. , The YA collectioedoes not stock school

yearbdoks or newspapers which would be a good idea considering the seq,e,ro,1 school districts

in the area and the interest YA's have in comparing notes. Other than the`book collection,

the Young Adult Librarian has no input into selections made elsewhere in the librar))thcat

,would be of Verest to you4adults.,, Such items as records, cassettes, periodicals,

reference voluMes, pamphlets, films, etc. are all selected by other staff members. With

young adult materials as with other phases of the collection, there is a need for coordination

of selection and,Fonsultation among staff members. No discussiOn of the YA collection

would be complete without mentioning'the quality and coverage That are reflected in the

non-fiction holdings - this'part of the collection must be invaluable- to YA's involved rn

assignment related activities and as 'a general source of information.

With the present reliance on part time professionals, there are obviously going to be a

number of times when the Young Adult Librarian is not on hand to assist YA's and when

-the Children's Librarian is also not available to help YA's who need lower level materials.

With this in mind, the Young Adult Librarian has initiated two projects which should be

6
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most helpful to the rest of the staff . One project involves annotating YA tion titles
on 3 x 5 cards but unfortunately the cards are filed in the workroom area and would prove
of little assistance in helping a waiting patron on the main floor. To be accessible -to the
other staff members, the cardi should be stored in the YAlnformation desk and all staff
should be alerted to their existence.. The other project involves compiling bibliographies

4.4

on topics that are frequently requ'ested by YA's . This project should be convelted to 3 x 5
cards and also,stored in the YA public service desk for quick reference by all staff members.
With the addition of,another full-time Children's Librarian, the lack of professional
assistance in the juvenile area during all open hours will be eliminated but until, the
position is in,effect, staff should be receiving some organized in-service training to familiarize
all re4rence staff with the materials and organization of the children's collection so that YAs
neeaing lower level materials car be served at any time. Cross-training would alleviate?
numerous problems of waiting for partiCular workers to again be on hand for completion of tasks.

Relations,between the junior and senior high schools and the public library haye been _.

)dormant since q 1971 meeting with schoc4 librarians was held. Reestablishing good *.orking
relationships would help prepare the libraq better during periods when large specialized
assignments are being giyen. In general, the often common objectives of both public and
school librarians are facilitated when relationships are maintained = so it is suggested that
the YA librarian should make plans to visit each sch41 library facility and explore any
possible cooperative ventures of benefit to both . At °Air-lime Shelter Rock did supply each
school with a copy of the NLS/YA monthly lists - a practice no longer free but now on a
subscription basis. It would of course cost the library to continue the school distribution
but might be worth considering in order to continue working relations%ips between the school
and\public libraries: .

,4

.
On a monthly basis, the' Nassau Library System has your adult review meetings with open
discussions held on the various titles under consideration for placement on t4.YA recom-
mended list. These sessions proYide an opportunity also to meet and preview various program
resource talents. In addition, film previews on young adult topics are held on an irregular
basis. Few of these freely proVided, in-service training sessions are utilized by the Young
Adult Librarian at Shelter Rock because of her work schedule. In 1974, for instance,
Shelter Rock was represented at only 3 of the 10 monthly meetings held and in 1973, the
library sent a representative to 6 of the scheduled meetings. Both the System's YA Services
and Shelter Rock would benefit from more sustained contact through 'the monthly,meetings.

\

A

4`.
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STATISTICAL RECAP

With background information on the basic public services that are provided at Shelter
Rock in mind, another examination of the data on collection growth and development should
serve to crystallize trends that may need some reexamination by library planners:

6"7
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rt I - Library Holdings

Year

ADULT

Fictibn Non:-Fi,ction Total Fiction
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/ 7

Fi

JUVENILE
GRAND

Non-Fiction L..ktL..,1 TOTAL

1970 12,759 33,107 45,926 8,296 11,892

1971 14,3d4 36,932 51,** 9,164 13,046
-1\1972 15,927 42,225 58,152 9,815 13,478'

W73 17,652' 48,287 65,939 11,899 (15,593.
1974 15,473 60,831 76,304 9,258 11,377

r-r\

Chart II - Books Added

ADULT

Year A. ion Non-Fiction /Foto!

1979 2,16 5,426
1971 1,732 3,940
1972 1;696 5,372
1973 ' 1,872 6,311
1974 1,812 5,327

III Books Withdrawn

ULT

Year Fiction Non-Fiction

1970 78 136

1971 175

1972 133 79 .

1973 147 249
'1974 .852 3,589.

7,593
5,672
7,068
8,183

. /

Fiction

20,188 66,114
22,2W 73,, 506

23,293 81,445
27,492 93,431"
20,635 '96,939

JUVENILE'
GRAND

Non-Fiction Total TOTAL

1,024 1,810 2,834 .10,427
1,216 2,162 4,1-83C

497 1,239"- ,13,307
2,174 4,360 12 543 .

493, 1,653

-

/44 l"
Total I Fiction

, .

21,4 /94
302 / 78
212 ,' 91

396 102

4,441 792

JUV1\11.E.
,

No4iction

176

. 62

65
59

611 1,403

8 92

GRAND
Total TOTAL

270 484
140

156
161

442

368
557

5,844

All of the figures in the three charts were taken from the Shelter Rock Public Library's Annual,
Peportito the Division of Library Development.

e
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All three charts should be examined with the understanding that the rather radical charges
reported in a year 1974 are the result of the collection inventory completed as part of
the process of c verting to the NLS circulation control system. Consequently, the 1974
figures actually re ect the losses due to theft that have occurred during the past 13 years
as well as the discards made during tlt inventory' In addition, from looking at the dramatic
shift in the Juvenile holdings, it would also appear that for several years an overestimation
of the holdings figures had inflated the Juvenile collection's size and so had been providing
the librai-y planners with a false sense of the collection's growth. For instance, remembering
the suggested formula distribution figures of 1/4 adult fiction, 1/4 juvenile titles, and
1/2 'adult non-fiction, suggested at the'beginning of Chaper VI, we can see that the collection
in 1970 was composed of 19.2% adult fiction, 30.53% juvenile titles, and 50.16% adult
non-fiction titles. Obviously, the collection in 1970 was more in balance than it presently
is but that balance was primarily ttkresult of 'the overly large Juvenile count.

Chart II offers several interesting o rvations - for instance, the record of growth in the
collection has fluctuated rather dramaticcilly with no consistent and steady growth being
reported. The 1971-and 1912 additions were far lower than the acquisition rate in 1970

rand a sim' drop in purchasing occurred in 1974. `Thi*chart also shows that although the
library has expressed a recent shift in emphasis which will accelerate adult fiction acqui-
sitions, that proportionally more fiction titles were acquired in 1970 than in 1974 (of the
total adult additions.in,I970, 28.53% were fiction and in 1974, only 25.38% were fiction).
The system of Juvenile additions to the c011ection is unusually erratic with, for instance,
non-fiction ranging nom 497 volumes acquired in 1972 to a high of 2,174 non-fiction vOlu'mes
added in 1973. hi the two years that non-fiction'acquisitions in the Juvenile collection
amounted to under 500 volumes (1972 and 1974) a real strain was put on the ability of the
collection to provide for theassipment needs of the local school-age population., Chart II
and the fluctuations continelt--i-A it signal a need for the planners at Shelter Rock to complete
a Book Selection Policy statement that.will provide a plan for future purchases.

Chart III shows the pattern of withdrawal from the collection during the last 5 year period.
It has already been stated that a low discard policy has been followed due almost entirely
to the age of the collection. However, after 13 years of purchasing, this discard rate must
be increased significantly if the collection is not to become crowded with outdated mater
The re4ommended discard rate is set at 5% of the total collection annually. At Shelter
Rock the figures however have run - .73% in 1970, .60% in 1971, .4gc'k in 1972, .5
1973 and 6..02% in 197A. In other words, not until 1974 did Shelter Rock discard even I%
of the total holdings. 'And in 1974, the dramatic increase rate is Rimarilque to the newly
gained knowledge of collection Igssesdiscovered during the inventory. In other words, the
public at Shelter Rock Iles been primarily responsible for the weedin? that *taker) place!
In constructing p Book Selection Policy, a section should deal with the disXrd plan,followed
by the library and .this'plan should be instituted posthaste..

1 -

The 20th edition of The Bowker Annual of Libra 8:Book Trade Information includes the
fact that 40,846 newTooks and new editions of ks were published in America during 1974.
In that year, the budget available for book purchases at the Shelter Rock Public Library_ &
allowed for acquisition of 21.5% of the published material . if the yearly allotment for
book purchaies ever achieves a:somewhat more steady growth rare devoid of dramatic yearly
fluctuations', it should adequately provide for the Community's needs.

.

1;9
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Before moving on to the last chart, it should be noted that the Grand Total of Library
Holdings from Chart I falls well above the recommended minimum of 2 .75 books per capita
outlinlyThy Wheeler and Goidhor (p. 554) as well as above the. suggested 3 books per capita

at-the other end of the scale. Using thMormula , Shelter Rock shOuld have between

87,500 and 90,000 current volumes in good condition.

Chart IV - Budget Breakdown

Total .

Year Income

%'
Library
Materials

Salaries Other
Expense Expenses

Total Other
Disbursements

Une'xpe nded
Cash Balance

1970 $492,539
1971 449,774
1972 473,210
973 508,705,

1974' 552,600
Ro nme nded',

12.61
10 .28

11.22
14.14
13.37
18-20%

27.58
35.77
40.
43 .612

46.79
60-653k

11.23
10.52.
11.03
11.88
12.80
20-25%

26.95
20.25
12 .60
9.42
8.49

19.27
22.78
22.48
19.91
17.74

1."

The only budget category not accounted for by Chart IV is Capital DisburseMents which

has amounted yearly to under 3% of the total expenditure's (in 1970 Capital Disbursements

were 2 .33% of the total budget, in 1971 - .38% in 1972 - 2.14 %, in 1973 1.01%, and

in 1974 - .77%) Perhaps the ost striking feature of Chart IV is the low/Percentage of
the overall budget that is a ed to "salaries expense." Of course, as, we have seep, there
is.a need for more professional assistance (for instance, another children's librarian) which,
if provided, would raise the percentage of the total budget ning into salaries. What is
skewing the percentage distribution though is the amount of the total availdble monies being
held in reserve or "cash balance." With the cash balance portion of the budget removed
from consideration, the 1974 Shelter Rock budget had some 56.89% expended for salaries -
still below the recommended 60% point and thus indicative of a need for added persqnnel

and/or some salary adjustment. Itshould also be pointed out that the'fluctuations in the
allotment for lilarary materials reflect a need for more detailed budget preparation and follow
through so that more orderly growth of the collection is possible. The recommended per-

centage breakdown figuresigiven at the bottom of the first three budgetary categories -
Library Materials, Salari6 Expense,, and Other Expenses - have some degree of flexibility
built in through use of the high/low span but even this allowance may prove 'ina,kjuate if
the erratic cost fluctuations of the past few, years continue . So the suggestions should be
viewed with increasingly critical concern for, making adjustments as needed allOwing for

cost of living increases, rising book prices' escalating fuel prices, etc .

THE LIBRARY'S SERVICE PROGRAM .

In the country as d whole and particularly in Nassau County, public libraries are corning

to be thought of not only as sources, for book materials but also as community cultural centers.

('
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Shelter Rock Public Library is certainly moving in this direction by providing an art gallery

inihe meeting room for changing exhibits, by offering the Sunday concert series with live

performances, by having changing'displays in the foyer on topics like "Wood sculpture"

and needlework,,4-giving.some collection priority to development of the art and ,music

section c. In the meantime though, Shelter Rock, as other public library facilities,

flues to offer basic services like providing district citizens with a logically arranged,
classified collection of materials, assisting patrons with the time-saving services of reference

and Information and Referral, circulating items from the collection within policy guidelines,
and fostering use of this collection through com1nstmications media such as news articles,

newsletters and information.flyers as kivell as through additional programming, such as foreign

films and picture book hours.

The.libra is open 60 hours a week during all but the summer period from June 16 to Labor

-Day wj)en e schedule is cut back to 48 hours weekly.

--
Winter Hours (September to June)

MOhday, Tuesday, Thursday
Wednesday
Friday
Saturday
Sunclay

. .

Summer Hours (June to September)

Monday, Tuesdays Thursday..,._ .-
Wednesday
Friday

10-9
2-9

10-6
9-5
1-5

10-9
2-9
10-6.

From a listing of "Shelter Rock Public Library Staff" prepared for the consultant team by the

111Qirector at the start of the survey, the following staff is available to conduct the services of

th library (it should be noted that at least two posilions have shifted somewhat with recent

staff chhnges but available man-hours are close to the list provided):
a

Classification

4
ibrary Director
enior Librarian

Junior Librarian

Senior Clerk
.f 'Senior Account Clerk
',,Clerk Typist II

Clerk`Typist

. , 'Clerk
Pages

(Sreiodian

air.
.

71

Number

1,

2
0,

1

6 (part-time)
1

1 (part-time)

2

4 (part-time)
5 (part-time)
6 (part:gime)
1

\4 (part-time)

xi;
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Programming at Shelter Rock has emphasized the Sunday concert series for adult paRons ."

Examples of the type of activities offered during 1974 include: a Saturday family sing-along
with guitar and dulcimer, a presentation of the New York Virginal Consort, a Flamenco
program, a special children's production put on by the Blue Peacock Players, the Gardeil.
City Little Theatre group's production of "Plaza Suite," a demonstration of Kung Fu for /
young adults done by the Herricks Community Life Center, etc. Shelter Rock Public Library
has in the past belonged to the Nassau Library Music Circuit which ave es four programs

yearly for about $500. This circuit brought "Songs of American Indians" t several Nassau

County public libraries. In addition, the library has offered its meeting roo space for the
Herricks Adult Continuing Education series and for the "Each One - Teach ne" literacy
program. This fall, for the first time, the library is joining other public libraries which offer
Adelphi courses in the library meeting rooms during weekday nights. Shelter Rock also
regularly schedules the u Library System's packaged programs such as those on gardening

and lawn care and consumer calisthenics. Programming then it very much part of the life

of the library and the only suggestion regarding programming would concern 1) the audiences
to be reached and 2) the variety of the offerings available . First, it is important that the
staff at Shelter Rock be given more planning and preparation time to ensure that activities'
not be limited to Sundays only or to one or two spectacular events a year. A more evenly
distributed series of events should be planned that would attract weekly followers. Within
the Children's Services section, recommendations regarding increased juvenile programming

were mentioned, including a need to extend programs for the older child as well as for

parents of youngsters. Similar recommendations should also be made for young adult.programs
which now are strictly limited to those which attract all age levels (for example, the family
sing-along) and perhaps one special offering a year (the Kung Fu Exiabition), More young
adult programming is a real priority for improvement in the total package available for the
community. Book discussion groups are possible, as are videotaping clubs. Workshops on a

variety of topics would be good also - suggestions: career counseling, language mini-lessons,
(babysitting workshopi, country Music afternoons, string art workshops, etc. The topics and

t variety of presintations are limitless and require only a commitment of time antipersonnel

to be effective. Since the staff at Shelter Rock is not looking to programming particularly to
increase the numbers coming to the library, feeling that young adults are using the facilities,
it seems appropriate that whatever is devised for YA's be created from the suggestions offered
by those who clO frequent the library. A core group of YA's could be selected for partici-

pation on a Teen Advisory Board which would develop future programming efforts. This would
insure that the YA's n4using the library are offered topics of interest and value to them.

The question of variety in progivmming hOi=dly seems an important issue4at Shelter Rock since

the list of past presentations does contain such diVersity . But, since an atidience foi cultural
performances has been developed, it seems equally impOrlant that other potential audiences

whose interests are not necessarily inclined to ballet and chamber music also be provided with
programming of interest to them. Again the range of interests and topics-is limitless but
could include; demonstrations on bread making, talks on food cooperatives, auto repair

won shops, second career selection, selecting a nursing home, alternatiyes to nursing home.(
care .oreating successful resignes, etc. As with other services, expansion of programming

will necessitate additional staff. Perhaps programming variety would follow naturally given

more staff hours to develop pokt:41Qies.
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THE LIBRARY'S PHYSICAL PLANT

The staff, Board, and community can be justifiably proud of their new building': It is by

any account attractive and pleasant to be in. As with any building though there are a few

sources of inconvenience provided by the room arrangement. For instance, 'the meeting
rooms being separate from the rest of the main library (so as to be accessible hours when the

library is closed to the public) means that using the room'a's an art,gallery requires constant

page supervision from 3 p.m. until closing each evening. In the Young Ad_ult Section of
this report, the problem with unsupervised YA congregating in the carrel area was mentioned.
And, throughout the report, the concern over the small amount of workroom space was

mentioned. During the survey period, the Director also expressed concern over the f
meeting rooms available for expanding programming to ,include more classroom-size sess ns.

However, the imperfections that have surfaced appear to be more a product of the changing,

demands being made upon the library institution as a whole than difficulties resulting from
pre-planning oversights. Luckily for the special district residents, the building was designed

with growth in mind and so should allow adequately for some readjustments as the library's

service program is modified:

1.

C
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LIBRARY, USE BY ORGANIZATIONS

It seems only appropr t that a look.at the current pattern of organizational use
of the Shelter Rock Pu c Library's facilities and services be taken, considering
the major role co .rty organtzations played in /e creation of the library it-
self. Using the historical outline in Chapter II, the many techniques employed to
insunt community involvement are easily traced. Even the first community interest
in gaining a public library was part of a group effort (the Library Committee ofthe
Wickshire School which first inqui4 about a public library). Crucial contacts
during the lobbying efforts to get fdvorable legislation involved such things as
1) asking local organizations to donate $25 to the library campaign and 2) request-
ing each organization to appoint a library committee4nember who would partici-
pate in coordination of local library Et mpaign efforts. There is little doubt that
the library campaign leaders of the 60's understood quite well how to involve
commwity groups in library support and how to maintain communication through
the existing group channels, But the urgent need for the open communication
lines and the total community response needed to gamer support that would weaken
bureaucratic resistance to a new taxing entity has gone with the passage of the
Legislation, the community vote' to eFtiablisly a library, and the placement of the
library in a modern and attractive new buiging. Now the focus has changed and
the very facility and institution the community groups worked to create seeks to
provide worthwhile services for group needs in addition to fulfilling individual .
patron requests.

Discussions witivthe library staff at Shelter Rock indicate that many of the problems
currently associated with fuller service offerings to community groups result from
the unique shape of the library's service are<which crosses through several existing
District lines including School District,lines, Water District boundaries, Fire Districts,
etc. According to Edith Hyman's report on "The Community Served by the Shellter
Rock Public Library," the Special District is "servetl by five post offices: Albertson
(Zip Code 11507), New Hyde Park (11040), Roslyn (11576), Roslyn Heights (11577),
and Williston Park (i1596). In other words thyJs no single "community" that can
be identified with the Shelter.Rock service area. And while it is easy to concede
that a lack of cohesiori in the service area presents numerous problems, it is also
possible to coliclude.that these difficulties did not halt the campaign for creation of
the library and, should not restrict unduly the service and as$istance presently given
to communt' groups. s.

6'
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The latest effort to identify existing groups in the a (ea as sponsored by the League
of Women Voters in Roslyn in 1972 and resulted in the compilation of a list of organ-
izations - some in the service area of the Bryant Library, others ip the Shelter Rock
Public Library service area. In order to .get the card file information needed to act

406% a community referral agency (part of the Information and Referral program begun
in 1974), an update of the 1972 list has been underway during the past spring and
summer. Techniques used in the`updating process included 1) working. with the
older list and seeking newer information, 2) using the Yellow Pages of the telephone -
book to locate groups not listed in the 1972 booklet, and 3) rechecking information
obtained from the library's meeting room calendar. at three methods combined to
produce a mailing list for sending out individual lettersing for information up-
dating and seeking additional entries. The list was useful also in circulating an
announcement of the new Information and Referral service available at Shelter Rock.
Such a reestablishment of contacts with community groups may lead to future cooper-
ative efforts. But nothing should be left to cha ce and the library should follow-up
with timely announcements to the community grow concerning other service offer-
ings in addition to the Information and Referral prole t A test period of supplying
various groups - garden clubs, business groups, etc. wifh SDI (Selective Dissemin-
ation of Information) listings cohering films of topical interest to each group, and
books and other library materials that would be available at the library in addition
to informing each group of the programming assistance available at the libraiy, could
be a valuable way to enletre cooperation and expanded service. One proven way of
providing program suggestions to a larger audience is to sponsor a yearly program
planning w5nChop given for the program chairmen of various groups. It would also
be valuable if/the library could have staff tepresentatives on several program planning
committees so that library input is Provided as plans develop. For oxample, with the
Bicentennial activities much in prominence, ,a library representative\sould be in-
volved with planning for any local efforts at Bicentennial celebrations. Getting a 77,,,

representative to various group meetings may mean that the library needs\to budget

. for membership fees for various staff members and will, of course, require out -of-
library work hours for the particular staff member so assigned. The recently issued .
statement from'ALA's Public Library Association Division entitled, "Goals and
Guidelines for Community Library Services" elaborates on the importance of comb
munity group involvement by stating that "attendance at community meetings" is
one method of accomplishing "thepublic library's first mission" - "to make Known

its existence." Such recommendations underscore the need for the Board of tMees

to put into rather concrete terms the philosophy of service of the Shelter Rock Public .

Library regarding service to groups. From all indications, a lack of staff time, con-
cern for the limited number of conference rooms available for meetings and frustra-
tion over the restrictions imposed By the lack of a solidified community have hatpered
any creation of an accelerated program of library service offerings to local groups.
lereading through library literature however it is not uncommon to find the recommenda-
tion made that as much as 20% of a librarian's work schedule should be dedicated to
work in the community. Such a philosophy though would mean more staff and at

., 1
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Shelter Rock, would necessitate an end to dependence on part-time professional staff.

Should the Board of Trustees respond positively to an expansion of service to grqups,
then methods to lessen the difficulties associated with the unique service area can
be devised. Certainly, cooperative planning with the surrounding public libraries -
Roslyn- Bryant, Manhasset, Hill ide, Mineola, East Williston, Williston Park and
Westklury - either on a library library basis or as a larger committee type arrange-
ment, would be a means of 4 jng with the problem. As an example of the cooper-
ative efforts that could be devised, consideration should be given to hosting, with
the Bryant Library, an informational meeting covering the range of available library
services for club and organizational leaders. In essence, this meeting would serve

gathering of community leaders and provide an opportunity for leaders to ge
acq ted.notoily with the li rary but with each other - a function often of
corn Unity councils', in less frog =nted areas. From this meeting there could be
provision made to secure informatio (through questionnaries distributed at the

eeting) about the needs of various g ups, with the library then arranging for
fo w-up contacts as needed.

...%?
..

\-
Other ac Itiek that the library should be p viding for Senior Citizen groups,
men's clubs, ::. nt's groups, church groups, -tc. include: 1) supplying library
speakers or discus n group leaders (the Children's Librarian has spoken at school
assembly and classr. programs), 2) distributing reading lists; 3) offering film
previewing opportunitie 4) giving book talks, 5) coordinating q community. calendar,
etc. One 'activity that t Shelter Rock library offers on a regular basis is use of
the meeting room for group rograms. A look at the library calendar for the months\
of January, February, March, and April of 1975 showed that twelve groups had
used the meeting room including: Hadassah, National...Council of Jewish Women,
ORT, Junior ORT, and the Girl Scouts. In addition, manx adult education and
Menu y classes.are concluded in the library - several sponsored cooperatively with the
Herrick chool District Adult Education Division. Beginningin-the fall, the library
will also o r two college level courses for adult independent learners - courses spon-

6
sored by y Adel Mother recently forme up that s the facilities and equipment..
at Shelter Rock is composed of mothers of dea 'yo<gst s. These mothers have banned

gethgr to form an incorporated association that is xempt in order to be able to
acquire captioned films without charge. At the prekt me the mothers and youngsters
meet at the library on Saturday mornings and the libraii,sypplies a projectionist but
cipparently does little more. From this listi of the prese4 group service available at

'Shelter Rock, it is not hard to concludeffia ost activity fal15.,under the heading -
booking meeting room for group use." Certain prO4iiiiVr of meeting room space is a

.
worthwhile activity but without other library involvement it is hard not to wonder
might not the group just as well have used meeting room space in a local bank or sav-
ings and loan? The offer of space is really a passive type of service that does little to
involve the library in the life of the community it is attempting to serve. The Shelter
Rock staff should consider some of the following suggestio to change this 'service -

\
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booking meeting room - into more'ore of an active part of the library's extension to
the community: 1) staff members should be on hand to greet the people arriving
for meetings, 2) these employees should also itstribute materials or brochures on
the resources of the library, particularly those related to the group's needs, 3)
t the time of booking, an offer of a short oral presentation by a staff librarian

topics or material resources of interest to the group should be made, 4) the H-
1:7ary should assist the group by 'publicizing their activities as appropriate, and
5) staff should stand ready to cooperate in other \wigs as needed. For library

a qualified staff member should open the' program,' welcome
the audience and-bi-iii attendance to talk with individuals during and after the

,_-:-PMgran't
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RECOMMENDATIONS FOR INCREASED SERVICE TO ORGANIZATIONS AND
GROUPS

.1. Board of Trustees should construct a clearly defined statement of the library's
,policy regarding group services.

2. Complete the update tg community organizations, resorting to staff block
visits as necessary to secure current facts on groups in the cial District.

3. From the community group list, devise an organizeonal use questionnaire
(samples available from the System) to pinpoint those rvice needs not being or
only partially being met ( is pie might involve cooperation with other
public libraries in the are (

-
4. Follow-up with a person telephone call or visit to those organizations re-

----questing service in the questio aire. .
.. ,,-

5. Consider telephone calls to those organizations not answering the questionnaire
to acquaint them with the library's service.

6. Create a brochure describing the Shelter Rock Public Library's services to groups
and organizations..

7. Plan for cooperative programming with community organizations both in and out
of the library itself..

8. Provide for library membership or staff participation on appropriate organization-
-4

al boards.

9. Consider cooperative programs for groups arranged by two or more libraries
in-the area.

\ organizations,

. 4

,I(/. istr bute material) in the library from thus publicizing services

-..._
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of these groups.

11. Ask that information on library services, exhibits, and programming be included
-in organizational newsletters.

When instituting a fuller range of services for local groups, planners should remember
that organizations are made of individuals and by serving organizational needs, the
library is often better able to serve individual needs.

N

to.



TECHNICAL SERVICES'

I NTRODUCTIO N

N

The Shelter, Rock Public Library's latest annual report to the Division of Library
Development of the State of New York reported the following holdings of library
materials at the end of 1974:

Boloks 96,939
Periodicals 4,174V

,
Newspapers 124'

Other Serials 146

:Films 24
Filmstrips . 83

Recordings . 3,839 -.---

Talking Books
Pamphlets 6

Catalogs o ., 5

67

VII -.1

Pictures and photographs 1,300
Framed pictures 167 \
Other 3 \
Grand Total 113,368 \

A collection of this size is quitervressive for a library twelve and one-half years Id.
It is even more impressive from the fechnical services viewpoint has taken the staff
at Shelter Rock a tremendous amount of time and energy to acquire these materials, to
organize them so both reader and librarian have ready access to their subject content
through the card catalog, and to prepare these materials for circulation. All these 'pro- ,\
cesses or tasks in a library, and they are many --Om the time an order for ;title
selecjed has been typed until the. book or magazine or phono-record is in the public area
ready for use or circulation -- fall under the heading of Technical Services.

ORGANIZATION OF TECHNIQ\L SERVICES

No formal organizational structure exists for the Library's technical services processes.
Responsibility for this work rests with every classification of full time and part-time
employee -- librarian,_ clerk, page, secretary to the Director, etc. There is no one
person below the Director responsible for the administration and day-to-day supervision
of the technical services operation. In a small library, with a small staff, the organization
can often be unstructured since the Director would assume-responsibility for all library
duties, including those of a technical services nature. But in terms of annual expenditures
for library materials,and in number of newacquisillons, the Shelker Rack Publii Library
ranks well above, the average library/in.etze Ncgsau Country;, ,If has Skipped, the mfildle
growth years and reached maturity quickly. The.,.technical services operation, however,'
has not kept pace with the rest of the Library is al' an awkward stage.

1
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an the surface there appears to be a tight organizational structure in the processing
area since the position , "Chief of Technical Services", does exist. It is filled by an
employee with ple.classification of Pag who works a part-time schedule of 20 hciu
weekly. On the staff qu4tioonaire mel,tioned earlier, the Chief of Technical Servic
indicated that he supervises the Technical Services' Division and hires, assigns work, a
evaluates emplOyees' performances.

In order to get a dearer picture of these supervisory responsibilities, a checklist of tasks
that are considered purely technical services in nature was forwarded to the library for
completion. The checklist indicated the classification of employee responsible for each
task, the Aber of page help involved and the number of hours spent on each task per
week . In ,addition, the checklist recorded the other library jobs under the supervision of
the Chief of Technical Services along with the number of hours devoted t. each task during
an average week. A copy of this checklist is included in Appendix E.

From this checklist, the following chart was prepared echpical
from-btherlibrary tasks:

TECHNICAL SERVICES TASKS

Filing orders
Receiving Books and
Stamping library identification
Processing books
Reinforcing/laminating paperbacks
Processing records
Processing films/cassettes
Repairing books
Shipping/receiving
Total

1

HRS -PER WK

6*
25
.25
.3*
2.
2

70

OTHER TASKS

Inspecting 16mm film
Inspecting 8mm film

imeographing
Addressographing
Monitbring program room
Assisting Reference Desk
Processing periodicals
Covering circ desk
Shelving/paging

rvices tasks

riRS .P

'*Also included in total To( monitoring program room. Total hobri assigned 305.

9*

3

1

39
39
15

33
110

253

From this checklist it issOent the "Chief of Technical Services" supervises all library
tasks performed by the:pages. As they spend only 23% of their time on technical services
activities, it would appear that the title of Technical Services"- does not fit the
responsibilities of the position as usually defined in libraries.

The major part Of\the Rocesng work is assigned to The pi=ofessiOnal and clerical staff.
Since not all of thAemplayek. questionnaires had complete information on the percent
pf time spent on thek-,Ciarious assignments, it is only possible to arrive at a rough estimate
of the number of hours currently being spent on processing duties. Excluding the Children's
Librarian, the eight other librarians as a group devote between 48 and 52 hours to processing
activities each week .; This does not include time spent searching the public catalog before
orders are placed. The Children's Librarian does some processing work, but the amount of
time is minimal. The estimate of clerical time is 54 hoursper week for typing and filing
duties and 40 hours.weeicly for maintaining the aiikomated Shelf list. The Director's secretary
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Npitches in to type 1) tab-set orders, 2) purchase orders for items ordered direCt, and
3) atalog cards for books,. recordings and cassettes. A conservative estimate of the
number of hours devoted weekly to technical services work in the Library is as follows:

111

# of Employees Hours Per Week

Professional 8 50
Clerk/Typist 7 54
Data Processing Clerk 2 N 40
Pages 13 70
Secretarial 1 ?

Total. 31 employees 214 hrs.

Most of the employees work on a part-time basis and spend only part of theii assived
hours on technical services activities. The pages are assigned work and supervised by
the Chief of Technical Services. The clerk who h rix1lesthe automated shelf list has the
title Coordinator_of Data Processing and reports to tqbrary Director. But the pro-
ieional employees and other clerks apparently havie no immediate supervisor in the
echnical services area to assign them work., Each employee apps ntly knows what task

m be done ancl'au' ti)mlitically performs the work when not on pu ic desk duty .

Occ 'orally, there might be a bit of scurrying about to find enough ypists to prepare
orders to eet an order deadline established by the Service Center. Librarians place
work on theArist's desk with instructions, but no one sets priorities on what should be
done first. The\fibrarians check in new shipments of books when pages are unavailable
to do the job and re assignetl numerot* other duties of a purely clerical nature.

It is interesting to note that almost all of the technical services operations are maintained
on a current basis most o e time. Processid books received from the Service Center
invariably are checked i daily, and the books are released for circulation proinptly.
However, the question an s whether or not this would be possible without librarians per-
forming many clerical tasks. In.two areas there are backlogs of work. For instance, there
are approximately 640 gift boo s cataloged and waiting for the typing of catalog cards
and processing. TheDirector is ware of this and plans to clear this up during the summer
months. Secondly, a check on u led catalog cards revealed that some had been re-
ceived as long, ago as 15 calendar d s. While this is not'a serious delay, an attempt

should be made to keep the filing on a eek's current basis.

a

PROPOSED REORGANIZATION

I
Why should the technical services functions of the Library by reorganized if the work:
always gets done and the majority of items get into circulation promptly? The primary
reason, of course, is that the present structure is not necessarily the most efficient. Thcit,

is not to say that the present employees are not working hard or are not cooperative and
willing workers.

V.
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:,
Similar sized public libraries ordinarily have a forma organizational structure. It might
be called the Technical Services Division or Technical essing Department or more
usually the Technical Services Depcirtment_. It is headed by Chief or Head of,Technical
Services who is completely responsible for all acquisition, ca ill t and icil

preparation tasks in the library. The person holding this job also acts as the Library's ------
only cataloger for locally acquired materials and consequently will be'a professional
librarian usually on the, same classification level as the Heads of the Children's Departmer
and the Adult ServiCes Department. All of them report directly to the Library Director,
or, where one exists, to the Assistant Director.

. ..
These libraries staff the Technical Services Department in one of two ways. Some will
have an enfire staff made up of full time and part-time employees assigned to both public
service work and processing work supplementea by port-time employees assigned to pro-

,
cessing duties only .

. .
.

Staffing a Technical Services Department with all full-time employees has distinct ad-
vantages. The staff will be small; better control over materials can be managed; and a
tighter work assignment schedule can be maintained . But.most importantly, a well organ-
ized Technical Services Department will have professional Staff performing professional
duties, leaving all the purely clerical tasks to the clerical staff. Disadvantages include
divorcement from the more exciting and often seemingly more rewarding public service
work resulting in a lack of opportunity for staff to participate in more diyersified work.
An arrangement that has full time staff with both public and processing assignments takes
care of these disadvantagep. Burt theria more pervading disadvantage, more often than not,
occurs in a Technical Services
always takes priority over a1,1 proc
cessing work suffers and backlogs q

,..--,---le

partment,with a split duty staff . Public service work
ssing 'tasks; and in the case of staff absences, the pro-
'ckly !teveldp.

This report recommends that a separato ehnical Services pepartment be established
at the Shelter Rock Public Library Nleith a staff composed of eight employees -- one
librarian, three full-time clerks anc\four part-time clerks assigned to processing duties
only. I

The proposed new
,
department would be structured as followsi

.

, 004

_

Library
Director

Head of Technical Services
Dept.

Sr. Clerk

[Order
Clerk

Catalog
Clerk

2 Proc
Clerks

.1
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DP Asst. Clerk

e
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The Head of theDepartmenf should be a 'full time librarian who eventually will be in
t e grade classificatiormis the Adult Services and Children's librarians. This '

ould administer and supervise all the 'processing activities of all rary
including children's books -and would report directly to the rary Direcior..

In r to fhe problem of adequate public sery,ice coverage, tlielikno_kason
why the Head of t e Department cdtld not be scheduled on a regular basis for reference
work on alternate Saturdays and One night per week,' or more often if the workload ,
permitS. But, this person should never be assigned to substitute on the desk for an absent
librarian except in extreme emergencies. . ,

a .

. .. 1 :
The senior clerk would be a full time position with day to day supervisory responsibility
fqr the order, catalog and proCesting clerks. ThWemployee would have no public ''.4%

# service desk assignaltnt duties. The twd processing clerks would each work 25 'hours a

v. o
week alio with no desk assignments. Both the order clerk and cataloging clerk would be
full time positions. Once work loads for theie two positions were clearly ,defined, it is
anticipated that these clerks could be assigned limited desk duties but with the provision
they would subsjitute at the pul,lic service desk for absent clerks only in xretetme.
emergencies. . . .

ic7 e

- 5'

. .. ;
. . ;

The Americaraibrary Association published ip 1974 Personnel Utilization in Libraries:

sr A Systems Approach, prepared for the Illinois LibrctryTask,Analysis Project by Mary!
Ricking and Robert E. Booth. This work identifies.and diecribes tasks./ analyzes these
tasks, groups them under subsystems according to function and assigns each task to the
professional, technical 'or.clerical level.,, In the forward to this book the Task Force
AdvisoryCpnimittee states "Iti greatest use will probably be in small to medium-sized
public and college libraries arid in school libraries.. This 3s not merely becayse the
research upon whiCh it is based was carried out I/Ismail and mediv-sized libraries,
but perhaps more because. libraries of this size often do not hayelhe perionnel resources'
to perform the type of analysis this study provides" . .. _ -

a 0

Since this report so expertly describes and classifies library tasks into general library
functions, it has,been used extensively in the preparation of job descriptions for the
proposed members of the Technical Services Department. The Ricking report includes
a technical stiltf category, which calls for persons with two years cif post secondary
school ed6cation, This type of position is not wide-spread in New,York State, so the
position of senior'clerk was substituted and the more professional tasks assigned to the

librariari. For the Head of the Department and the senior clerk, responsibilities are
out4tned under 1) collection development, 2) collection org8inivtion ancf 3) collection
reparation. Since the indWidual clerks die ajsiRned primary respobsibility for only one
of the three divisions of processing work; the tasks are arranged for each accordingly .
If this plan is put into practice, the order clerk would back up the catalog clerk typist
and vice versa() The REocessIng clerks could betrained for some of the tasks assigned to

. the full time clerks. Description of tasks for the data processing clerks has not been
made in this report since their jobs would remain The same.as in the present set-up.
upervisory respon?ibility of their work has been transferred from the Library Director to

the Head of Technical Services.

1
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Um,

The umber of employees and the schedulecrhadrs for the reorganized technical'
se ices operation would be as follows. The hours'would be about the iztme.g: slightly

I than at present.

Number Of Employees

Professional
Senior,Clerk
TypistClerk
Dote Processing Clerk
Processing Clerks (part-time)

Cl .

Hours

1 ' between . 26-1/2 - 33-1/2
1 37-1/2
2 60

2 401
2 50

betVieen , 214-221

If the Shelter Rock Public Library accepts this major reorganization, it will take
considerable time for the itan to be implemented. The library must work through the

Nassau County Civil Service Commission, and clearing civil service lists of eligible
candidates takes months.and months. Selection of a Department Hvd should take top

priority, so the librarian could be in on' the ground floor in helping to organize the
Department and in establishing routtne's and procedures. Two pages already doing

. processing work and the two data processing clerks would simply be transferred to the

new Departmerit.

This plan has major implications for other operations in the Library. The position title

k of the present Chief of Technicci44ervices would have to be cllcmgbd to one that more

appropriately describes his duties. Two pages would be transferred from his supervision.

`Other library tasks would have to be found for the approximately 20 hours of processing

work performed by the other pages. Library materials for the Children's Department,

would no longer be separated at the "checking-in point" and routed to the Children's
'Librarian's Office forprocessing. The processing of these books would be handled By

theTechnical Services Department. This would give the personnel of this section more
time for public serviceoriented work. The biggest imppct would be on the librarians;

allof whom have some technical services duties. Under the propped reorganization,
thpy would be released from all technical services tasks except tife revision of catalog

card filing in the public catalogs .4144.includes the checking of orders against the Card

catalog, checking in books, revising typing, cataloging books and non-book materials,

filing of order cards, etc. The questionnaire revealed that each spent considerable time,

on these tasks, but because the number,of scheduled hours for each varies, it is difficult
to estimate the total nurnber of hours that tliou' Id become available for other profe,
work. The following 'five pages outline stall responsibilities in the proposed Technical

Services Department. - (14--

IA

PROCEDURES AND STANDARD RECORDS v

While there are certain,functions that musk be performed by all libraries in the acquisition

and cataloging of the library materials that they make available to their user's, there are
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no national standards to help libraries in establishing their processing operations.
However, every library rst keep-certain files in order to maintain bibliographical
control over its collection. These include the following:

I. Outstanding Order File - one complete file, preferably arranged by title, of at
book and non-book materials on order from all sources. This file is checkedtefore`--
ordering each new title to eliminate unwanted duplication of orders and checked when
a new book is received to verify that theJibrary ordered and received the correct title.

2 : Order Received File - a temporary file arrangedy itle that includes a record of,
eacti book received. The period of time that the orders ar ept on file varies 'among,
libraries but is usually somewhere between six months and a at which time the

dated records are removed. This file is checked before new orders are placed to
arid unnecessary duplication of orders.

_

4.0
3. Shelf List l'a c atalog of main ent7-cards arranged by class number for all materials
owned by the library. Edch card shows the number of copies in the.library, location,
and accession or copy number of each book. The record will often include the priceof
the item, .date received and/or source of purchase. The file has many uses for the
library staff. It may be used as an aid to the classifier to insure kformity of classification
number, as a measuring stick for'the book collection t ascertain the itrength or weakness of
the colledion, as a historical and' statistical recoiid of th ,book collection, as an insurance
record, or most offenkas an inventory record of the library's co[lection..

4. Periodicals File - a file, arranged alphabetically by title, of all periodicals and
newspapers to which the library subscribes. It is usually a visible file of standard
printed cards used-to check in the incomingissues of the title. It is used as a record for
follow-ups for missing issues. Notes as to the routing of the periodical are also included.

5. Public Ca*talog- record of the library's holdinv usually in card format describing
each item by title and subject and indicating where the item is located in
the library. Some libraries mai=ritain dictionary catalogi with all entries arranged in one
alphabetical sequence while others divide the catalog into three divided elements.
Almost alllibraries have two catalogs - one for the adult holdings and a separate one
for the children's materials.

/.
The Shelter Rock Public ilibrarimaigtaths all these essential records. The order file
is kept in a tub file which .is probably the moStaconvenient method in which to stare a
manual record of this type. Access is by title. The order received file is located in
the same tub fie in drciwers to the right of the order file and is arranged by title. The.
drawers containing the on-order records are taken by pages, to the Program Room to work
on while monitoring the room. It is not a desirable practice to move a file as important
as this from the workroom. Some other tasks should be found for pages monitoring the
exhibit area. Once the order file is stationed permanently in the processing workroom
it is recommended that the ,orders received file be combined with it. Both files are
arranged by title and each is checked separately before orderinq. Byy combining them,
one complete search is eliminated making the pr rder searching rriorg efficient.
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I.
*ft

The Library maintains two dictionary arranged card public catalogs. One is in
../ _.

adult area for the main eritly,, title, and subject cards for all adult' and young adult
.A material . Cards for spoken word cassettes are interfiled in the main catalog and also

\ filed ,in a special catalog of cassettes and phonorecot . A separate catalog contcjins
cards for fiereigri language materials, each language be in a separate sequence .) \ \ There dre separate catalogs for specialized materials: 8mm films, college catalogs,
Educational Film-Library Association's Critical (Reviews and the subject index cards to

,..

,
The L rary is involved in the Service, Center's automated circulation control system,
and co quentlj, maintains an automated shelf-list as well as the traditional shelf-list
in card for t. There is important information on the latter that is not in the punch
card record, apparently it would be unwise to abolish the one on catalog cards.

if VII - 13.

«
the collection of literary criticism books in the East Meadow Public Library . A second
%-,italog is located in the children's area. Filing in the catalogs.is done by clerks; 6

.. red card slightly higher than the catalog card is placed with each card filed to alert
revisors. It has been noted that filing could be more currenf than it is. Librarians re-
vise the filing and remove the red card after checking. At times the clerks run out of

..- the red cards which would seetn to indicate that revision is not-always kept on a current
basis. An examination of the adult catalog did not reveal any filing errors.

Every I &ail, should have a handbook of procedures covering every aspect of the
technical services operation. The p1-ocedures should be concise, explicit in every
detail and uniform in format. Preparing a complete set of procedures is an onerous task
and often neglected because of more pressfng matters. Codified procedures are essential

in
-

for use n the training of new staff members and for periodic examination to see how
',.1 essential each step is in the operation of the library.

.

The Shelter Rock Pudic Library has a number of printed procedures for its technical
services operation. They are not of uniform format and in some cases are not detailed
and concise enough . If a new employee were assigned a particular task, he would not
be able to do the job from these instructions. It is recommended that the procedures
be rewritten in outline format; each action step of a process should begin with a verb to
illustrate the action taking place . For example, the procedure cal Fed "Book Order Check"'
is presently written in narrative form; it should be reformatted as follows:

1. Receipt of Books

A. Processed books from NLS
I.

1. Verify that correct number of cartons were received.

2 . Remo've books from carton and place on small truck .

3. Pull one order card from order file for each title on invoke.

4. Check books against invoice to verify shipment is complete .

I

...



( The exist ng procedures reveal that Shelter Rock has kept its proces operations
as simple as possible for the processed books received from the Servic- Center. The,
Director indicated thafchanges in classification number or descriptive cataloging
are rarely made . Additions of essential copy numbers are written on the records

.
rather than going jhrough the time consuming practice of putting each record in a

typewriter for typing this information, and unnecessary information is riot added to
the books. ,.A minor recommendation is that stamps should be purchased for the
special symbols such as YA, M SF, etc ., so these symbols would appear more neatly
on th labels and catalog cards. It is not clear fro-rif reading the'procedures why the
ord r card is not refiled immediately in the order received file for the -books that will
be rocessed quickly. It would seem chat there would be some chance for a title to be
searched in. the order file while the card was temporarily removed and for a title to be
ordered in error.

i If all books are accounte r approve inv e and
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initial.

b. If there is a discrepancy, notify he Service nter.

5. Etc.

PHYSICAL FACILITIES
. _

The workroom at Shelter Rock has 864 square feet of space . It is a hub of activity
since all ordering, receivim, cataloging, typing, manual and automated shelf-listingi,
handling of reserves, sorting of mail, processing of interloans, etc. take place here.
A delivery entrance, which is also used by arriving and departing staff members, is at
one end of the room. Entrances to the Director's office and to that of, the auditor and
secretary are also from the workroom. An alcove at the opposite side of the workroom
is used for the sorting of books prior to shelving . A flight of stairs near one end of the
room is constantly being used by staff members for access to the balcony areas. At one
end of the balcony, back issues of magazines and gift books are stored, while at the
other end the staff loupe facilities are located. The entrance to the office of the
Chief of Technical Seryices is also from'the balcony. b

In the work area; .two of the librarians have desks in an area somewhat partitioned off
from the rest of the room by the stairs. Book shelves are flush with the stairs, creating a
separate but open work area. The card catalog holding the manual shelf list is at one
end of this space, and 6111 the files for phonorecords and cassettes are near the art'and
music .librarian's desk. In the middle area are two desks with typewriter exteitsions for
the interloan clerkjand the cataloging clerk-typist. Two large tables are set side by
side to provide additional work ared for the other cl rks and librarians working in the
area who do not have assigned.work stations. About one third of the workroorfi is taken
up by the files and records for the automated shelf list and a processing counter along
one wall .

92
e if

4



The present arrangement of work stations does not allow for an ideal flow of
materials going through the processing.operation.. Bott the Director and Chief of
Technical Services are aware of this and have developed a plan to rearrange the

work stations to minimize the distance between each step of the operation. Thiir
plans include the replacement of the two tables by a desk with a typing extension.

Ideally, the Technical Services Department should be located near the deQ4.(et'y

entrance and near the public service area for ready access to the card catalog.
The workroom at Shelter Rock meets these requirements. But, also ideally, the

\
technical services personnel shotild be isolated enough from the other functions of
the library toallow for optimum concentration with a minimum of distrciction. This
cannot be accomplished in the present workroom area. However, the Library should
consider shifting the cataloging staff to the space presently occupied by the automated

shelf-list files which would put them adjacent to,the ordering and receiving and the
processing operations. The shelf-list files could be moved into the area under the

stairs.

When the Library decides to replace the two large tables, it should cOnsider selection
of work stations other than the traditional desk for the most efficient utilization of its
*me. For example, the Oxfo d FendaflexCorporation, for one, has designed cluster

work stations which give maxim imywork surface in a minimum of floor space. The
Library should also,consider discarding the old circulation desk which is being used

primarily as a storage bin for data processing records and select a more compact storage

unit ." It would seem that with new compact work stations and a rearrangeriient of functions

that space could be f9und in the workroom'efor some of the other librarians to perform their

non-public service duties.

For material that is cataloged and prepared for circulation locally, The Shelter Rock
Library .has fro equipment for the reproduction of catalog cards. Complete sets'of

catalog cards are typed for each title acquired. Some public libraries in Nassau County

prepare cards the same way as Shelter Rock. Others use the Chiang duplicator which
produces catalog cards one at a time from a typed master, or a copying machine, such

as the Royal Bond Copier, which allows the reproduction of six-up catalog cards from

typed catalog cards. ilk copier of this type is also available to the library's patrons for

photocopying materials. The Shelter Rock Library should investigate the methods used

by other libraries and select one that is more efficient than the typing of cords.

V11 - 15

a

USE OF NLS TECHNICAL SERVICES
. )

The NLS Service Center offers its member libraries a number of processi related

/ services. The Shelter Rock Pul/lic Library, like every public library in Nassau County,.

. can elect to use those services which it finds most benefioial for its program. A library

ray use some of the services heavily while ig haring others that it has tried and found

inappropriate for its operations. ,.. -,
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Book Purchasing, Cataloging and Processing

The major service of theqechnical Services Department is the ordering, cataloging
and processing of those books selected by each member ribperry to be added to its
collection. "Centralized orderi enables the library to stretch its book hinds since
in the great majority of cases, more favorable discount is received than if the
books were ordered directly from publishers or book wholesalers. Centralized
cataloging and processing of these books enable the library to save considerable
staff time that would otherwise have to be spent on catalgging and preparation of books
for circulation.

This seriice is not without its pitfalls too. In many cases, it may take longer for the
library to get a book ordered from the Service Center into circulation than if the entire
operatio were handled by the library itself. Often a catalog code of a centralized
operatio may not be compatible with that of a library using the service. Shelter Rock
did not h e this problem, since the Service Center was providing cataloging services
before the Library came into existence.

The use of this service varies among libraries - some use it for almost all of their
acquisitions while others may use it for only part of their purchases. Shelter Rock's
annual report Ito 'New York State showed that it spent $62,787.77 for books in 1974.
From the Library's monthly lists of bill to be paid.frorrnBudget code 403, the following
chart was prepared to show the sourc of the Library's purchases for the year". Vendors
from which the Library purchased.mo e th. 100 worth of bOoks are itemized. The
category "other" represents 95 book pliers: 22 were pad- $5.00 or less; 20 from
$5.00 to $10..00; 29 from $10.00 t' 5.00; 13 from $25.00 to $50.00; and 11 from
$51.00 to $99.00.

.

Vendor . Purchases Percent

Regent
1-1: W. Wilson
Moody's
Qual/ity Books
New York Times
Bookmail
G. K. Hall
Gale
Gov'tPrinting Office
Chicorel
West
Bowker
Dyrr & Bradstreet
Standard & Poem
Educational Book Pub .

Sterl ing
Keesings

...

$1049.864
792.00
615.00
399.79
375,00
370.42
360.18
227.56
269.70
255.00
220.50
221.35
193.50
180.00
153.00
130.57
115.0017
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'Vendor Purchases' Percent

Weston Woods 100.35:
,

Sub-total 6098.78 9.7
Others 1045'07 1.7
Mc Naughton Books 3094.50 4'.-9'

NassaU Library System 49620%92 79.0

NLS Processing Charges 2928.50 - 4.7 ,

Total 62787.77
..

100.0

,

Most of the purchases from the list of Itemized vendors could not be divertecrto the
Service Center since the items are standing or er services or approval books which

cannot be ordered through 'NLS. Many of t e purchases from sources listed as "other"

are small outfits, some of whom require, yment with the purchase order: Only a full.
examination of all the invoipes paid would determine if any of the purchases could

.

A
have been made through the Service Center. .

\ Ts-._,
. t

'Some of the NLS total ,represents Shelter Rock's use of three other services. The
Libi-ary subscribes to a couple of the Doubleday book clubs; these books are shipped ,if
by the Niblishe the Service Center which 'Processes,and ships themAto Shelter Rock .

The Library, received, 317 continuation titles on e standing order basis: ,And they 9

are stocked at the Service Cehter ;

for deliver); to libraries.within three days of their t le Order's,

On its State iieport,i4\
, ,

e Iter Rock gave the figure of 872, IA; books added to its

. , , .,,

collection in 1974./ The Se lice Center invoiced Shelte/ Odk for 8770'books shij5ped .

These figures would seem to 1 Ofe that Shelter Rock purchased almost all of its

.used the BI NY service for 283 books. BI NY boo

cataloged books from the Sertcic enter. But what is. rather confusing about these

statistics is the fact that 1605 notices of locally 'cataloged books were received at the

Union Catalog id 1974. ' .

. .,

Non' - Coordinated Prdert
. .

'' , v - .
Libraries must submit their orders for, current new books' to the Service Center on Or

before a designated due date . 'Based oh. the size'of its book budget, each library may

also order on a non-coordinated' basisaquota of new books; for Shelter Rock this is .

100 titles per month . In '1974,the Li exercised this option for 156, book titles,

or 13 percent °kits quota. Shelter ock indicated that it was quite satisfied with this
liquota . : I . ,i

Cataloging Information Service(CIS) .

This service exists to help libraries in the cataloging and classification of locally
acquired books. For a shared cost price of 25 cents per title, the Cataloging Divisyn
searches its Official Catalog and the National Union Catalog for the bibLiographical
information for each title requested. The library receives a complete set of cards, ten



unit cards ph tocopy of the-National ,Union Catalog entry; titles nook locat d
in any of the N) sources are returned unfilled .

Shelter Rock uses this service only sparingly because it is disappointed with the
resUlfs. For a recent request on a group of older out-of-print books, Shelter Roa\k\

received catalog cards for only a few and the less desirable but still useful biblio:7`
graphical data for most of the others. Since cataloging has been done at the Servic
Center only since 1961, it is less likely that a record will be there for out-of-print
books published before that time . Author and title information for 38 of the gift boo
at Shelter Rock was checked against the offickil record at the Service Center, and if
was found that cards could have been supplied for 20 of the titles while cataloging in-'
formation would have been supplied for the remaining . It would seem if the service
were used for those items most likely to have been cataloged at the Service Center,
the Library might find that it could benefit from use of the service .

VII - 18

Non-Book Materials

In 1974, the Service Center d4I not.offer member libraries any direct processing
services for non-book materials. Arrangements had*been made with a phonorecqrd/
cassette jobber, National Record Plan, for libraries Po-purchase-these materialiot a
discount higher than what most libraries had been receiving. Arrangenien had also

been made with Bro-Dart, Inc ., a commercial Orocessing'firm for libraries to their
phonorecord and cassette orders cataloged and processed at a cost below that usually
offered to libraries. Shelter Rock is one of the big users of the Bro-Dart service; in
1974 it ordered 360 processed,records.

Pamphlets are a very important resource for libraries, often supplementing the book
collection with more current information. Libraries may order pamphlets on a
coordinated basis through the ervice Center which assigns subject headings to them.
Shelter Rock makes good use of the service; in 1974, it received 268 pamphlets from

the Service Center.

I Union Catalog

The Service Center maintains an author and title union catalog which indicates the

book holdings of each member library. Books ordered and processed through the
Service Center are automatically entered . Each member library is responsible for
notifying the/Union Catqlog of each adult non-fiction book acquired locally
Statistics maintained at.the Service Center reveal that in 1974 notices for 1605 books

added by Shelter Rack were received at the. Service Center and added to the Unjon
Catalog. Withdrawal notices totaled 258, of which only si, were not listed in the
Union Catalog as-being owned by the Library. The Union Catalog listings for Shelter
Rock's holdings are undoubtedly the most accurate of any NLS member library.
Twenty-one of the Library's discards in 194 were added to the Last Copy Center at'
the Service Center since they were the last copies of the titles owned by a public..
library in Nassau County.
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t

CONCLUSION

Every, of a library's operation is an integral part of its total program.. The
technical ices functions are complex and often the least understood. But, they
are a vital li the effectiveness of the public service departments such as
reference and circ tion. The effect of any change made in the technical services
area on other library o rations must be considered before the changes are implemented.

This report points out that the [ter Rock Public Library has done a good job in the
acquisition and organization of its brary materials without these fdnctions being
structuralized. It probably could ontinue to operate in this area in the same way in
theifuture. However, the acce ance of the major recommendation of this report to
organize these operations int a Technical Services Department seems appropriate at
this time. Tighter control er these vital functions could be exercised; the professional--
staff could be relieved of ny of their clerical tasks, and, in the long run, it would
result in a more econom cal and efficient operation.

t
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The Shelter Rld'ublieli6rary, by nature of its establishment as a Special Dts ict
library, serves a varied community whose only common ntldentity is the library. 'Retnoved
by legs ation from)henecessity of getting yearly voter approval of its budget, it is also
remo gd from close contact with the community groups it serves.

,. /
Visitor, patron and l*rary professional alike are impressed with the beauty of the
building and the attention to detail -- green plants, attractive displays, shining fl
etc. -- and theifenclly concern of the staff. Even when the library operated in ch
closer quarter" in its former storefront location, the helpfulness of the staff was early
evident. //,

The library district, because of its amalgamation of unincorporatedareas not already
taxed for library purposes, is a heterogeneous one. The library is financiallyiwell-
suPported and it is backed up by a dedicate,Olocird of Trustees (several of whom were
members of the, Friends group that spearheaded the emergence of the, library) and a con-
cerned Director However,: there is an awareness on the part of the Board; the Director
`and.the staff that.the library's relationships with' its public is amorphous., that more
programs and services are needed and that its once vital.and functioni Friends graups.N
has deflected its energies to become an organization in name only.

This section of the sdhcey will examine the library's Ongoin; co, munity relations program
and make recomme tions to encourage the library to beco more effective in reaching
its public and establishing a common pride in affiliatio with the library. The nation-
wide eme nce of the library as a community inforrnat n and cultural center should be

epth focu.s of the Director and the Board in reviewing current community relations -
goals and objectives.

A COMMUNITY RELATIONS,PROGRAM.

VIII - I

THE PH ICAL SETTING
co,

.
. / .,

From a patron point view, the exterior and interior of the library present sthetk, 4.
inviting atmospheres r stopping and lingering . The children's 'story arC and the turret
seats becko and the'child-at-heart. .The warm brick he.c.o-Mmunity room
walls sery ive baCkdrops for the changing wall hangi times the
bricks se ract when certain types of art are hung) . T p ysical problems Of

1
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the handicapped patron and'the elderly hcive been carefully considered and
carried out in the construction of the building .

COMMENT:

.
Although a sign alerts passing' motorists coming from one direction, those apOoaching
the library from the northfind their vision blocked by the VFW sign lust before the
library. A decorative banner might make a handsome addition, as welt as a directional
aid, to the exterior of the building .

(.

-2

/.

B. Bus Service .

Patrons from the northeastern section of the library district must go over heavily
trafficked roads to reach the library. For,bike-riding youngsters, there are hazards
involved. Since half of the library population comes from this section, a survey
pf the need for bus service might be undertaken. In a recent edition of The Rancher,
the community newsletter for some 600 homes, area residents interested in librarybus
service were asked to calla given telephone number (no identification of Whom it
belonged to). Library fono9v-up seems indicated. --')

PRI NTH) 'MATERIALS

. a monthly calendar

A copy, typewritten on 8-1/2" x 11" white paper, js mounted on the lobby
kiosk`. Multiple copies are not availcible for' istribution.

.
wsletter

Produced twice a year, it includes mention of hig lightti at the library, and
is mailed district-wide (7600 copies) each time.

. brochures

Printed publicity for monthly art shows, and occasional programs,, is produced
in limited quantities (up to 300 copies) for in-house distribution.

. booklists

The library does not issue its own booklists. NLS bookl'ists are attractively-
displayed at theiabby kiosk.'

. library brOchure?

One such brochure was offered when the ,library moved into its present quarters
and was subsequently updated for ALA Aitors last summer. Consideration is

COP



being given to a new 'revision Soon.

general give-aways

From time-to-time publications are offered to explain library policies and trends.
"The Shart and the Long of It" (produced in cooperation with school district'
librarians explains proc. edure for handling school assignments) and a folder on
automation (explaining the new circulation control set-tip) are two examplei.
An informational item aimed of students is in the planning stage.-

COMMENT:
re

Shelter Rock printed materials, with the exception of the monthly calendar are pro-
fessionally and attractively produced. .To reach more than just library patrons, the
following suggestions are made:

1. Produce the monthly calendar in a more attractive format (a low-key, low-cost
version .neeksimple additions such as colored paper, logo, layout, selectric-or
composer type be readable and eye-catching) and increase the quantity for
large-cale give-away.

2 . Increase the quantity of program flyers and widen the distribution . To offset
addiq.nal costs, use less expensive paper and folds. Ask the Friends for a yearly
program publication budget, if more money is needed.

3. Mail the calendars seasonally, sometimes as an inclusipn in the newsletter. For

example:

a. Fall newsletter (Sept., Oct., Nov.) with a calendar page or pages.

b. Winter calendar (Dec., Jan ., Feb.)'
,

c*. Spring newsletter (Warch, Apr., May) witt a calendar page.or pages.

d. ,Svmmer calendar (June, JulYj, Aug.)

4. Deposit calendars, newsletters, program brochures and gener'al give-avklys at:
churches, synagogues, school libraries/ railroad stations, shopping centers and

offices.

5. Add pictures and stories about staff (particularly important with a largely part-time
staff) and trustees, as well as photos of community people and programs in calendars
and frwsletters:

6. %Offer bookmarks with information p library hours, Sunday hours, etc t uch

marks are offered inexpensively Through the NLS/PR offite.



PUBLICITY
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Releases and photographs, when applicable, are sent to major dailie,sand loc I weeklies. 1,
Radio arx TV announcements are sen on'a regular basis.

COMMENT:

1. The libraryrstories, when sent, receive good coverage because they g nerally are
of above-average interest . However, there-h.-al-been staff comment t at not all
library programs are covered by releases -- film programs, for exam le. The
Director has indicated that only selected programs are publicized cause of the
danger of "Standing- Room-Only" crowds. Since the library exists o serve all of
its publics, all of its programs should be equally publicized whe = er possible
When feasible, if an overflqw audience is expected, a repeat pr ram should be
planned. When not possible, the public should be informed of "first-come,
first-served" policy due to space limitations and safety regulati ns. Other Nassau
libraries, faced with similar 'situations, have found equitable s lutions, while still
offering extensive information via news releases and flyers I

2. Other publicity outlets that should be considered are the Pe n saver and PTA
bulletins (especially since the library covers three school tricts

PROGRAMS

Herricks Acjult Education classes meet regularly in the corn unity room. I & R pr7
grams and tax consultant information programi are availab at the library. Books re

selected and taken to two senior citizen groups at their eting times. Children4
programs tire frequent, well-publicized and "jampacked according to the Director.
Adult ipthgrammings is planned by the Director; musk pr, rams are suggested byi't e
and musk librarian, who is a part-time employee . Pr. .rams tire not planned a, ad on
a long-term basis, as are art exhibits.and displays. T e Director would like cb munity
help in the methanict of such programs as opera-bus ours, book-author lunche rts, .
discussion programs, and so firth, and had hoped t Friends group would hel in these
directions. The staff has noted the need for YA p ogramming, more AV grog mming,
discussion groups, the possibility of forming an h itorical society, etc.

COMMENT:

With the library having added Sunday h urs to its schedule, it seems imps (rive that
family offerings be included on a regular basis. Expansion of programmi hould be
considered a priority. The following steps should be taken:

a. A community committe,e should be formed for input in progrOmming (f details, see
,comments in Friends write-up).
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b. The large gra. of patrons in the fine and performing arts, as well as the literary
arts, sh d be.tapped for planning and programming .

c.The calendar and newsletter should encourage patron programming suggestions.

d. More than the Director and a part-time professional are needed to create the
sophisticated and varied programs the public would support. ..

0
e . For larger, more expensive undertakings -- film festivals, repertory theatre,

book-author presentations -- cooperative ventures with neighboring libraries
such as Manhasset and Roslyn should be explored.

.

f. More adventurous programs- like graduate educational programs; bus trips to Soho,
Stratford, Hirschhorn museum in Washington, etc. - should be regular library
features at Shelter Rock.

g . Improvising or adding a stage would encourage performing arts presentations. Such
programs are not currently offered.

h . The addition of a piano (a gift of the Friends) has increased opportunities to offer
more professional musical programming .

DISPLAYS, EXHIBITS, GALLERY SHOWS

Several exhibit cases, including innovative and eye-catching "jewel box" containers
(four small but distinctive glass cubes mounted in a row on one wall of the inside lobby)
are filled with better-than-average, often highly unusual or unique, monthly changing
displays. The community room wZills, and other wallsof the library as well-, (including
the one behind the circulation desk) effectively serve QS backdrops for hanging gallery
shows. lair and imagination are evident in presentihg displays of sculpture or banners.
The Director and the Public Relations specialist plan the exhibit schedule together,
usually 12 or more months in advance. The community, through the newsletter, is en-
couraged to offer exhibits. People yttho come by informally with viewing in mind are
treated courteously. No written exhibit policy exists. An unusually fine lending

collection of art prints is virtually unnoticed and unused.

COMMENT:

The taste and the time devoted to selecting displays and exhibits is evident in the
variety and quality of the material shown.

i.

- In the interest of conserving the Director's time and in promoting more community
input, it is suggested that a community convittee be formed to work with the PR
specialist to plan and execute the exhibits and displays. Plans can be reviewed by...

et,

... -:Ic 7p
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the Director for.comments and final approval . A written exhibit policy, in addition
to committee review of exhibit applicants, should be put into effect.

- The art lending collection should be relocated for eye appeal and publicity purposes.
A library bookmark/brochure about the collection should become a reality in order to
generate interest anti use of the collection. Here,too, community input could prove

-Qaluable.

(PUBLIC .RELAII0 N$,)40 MMU LAITY RELATIONS STAFF

A part-time consultant works with the Director on corm-unity relations. Although one
trustee is assigned to the community relations/pr task, it is not an active assignment .

- CO MME44,1

To\ fulfill the potential orithe library's
.
community relations program and to reach out

to a of its publics, more time is needed to pursue community relations i,n depth . Con-
sideration should be given to adding more staff time to the existing community relations
position. 1

CO MMU NITY ,RELATIO BUDGET

Consultant's fee plus
$1200 -- two. newsletters
$ 260 -- postage
$1000 -- other printing
$2500 -- programming (includes, rental of films, fees)

COMMENT:

Budget for postage( printing and consultant's fee should be raised-. The programmirrj-

ibudget
might be compare4and reviewed with that of 'other Noith Shore libraries such as

Roslyn and POO Washington., The Friends group, though inactive, has a healthy bank

account amassed over the years from fund-raising functions and membership dues. Some
of this money could serve to back up printing arid programming budgets.

TRUSTEE INVOLVEMENT

As has been mentioned, one trustee is assigned to the task of community relations
(public relations), but it is not art active role . No written community relations policy
exists.

1
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-COMMENT:

N The trustee assignment to community relations should be a working one. There should
be continuing communicationtfrom the Director on current community re_ lotions programs
and services. All of \the trustees, should be visible as library trustees, at organizational
meetings, at dedications, and other events of a civic, cultural or educational nature.
i(writte'n community relations policy should be prepared and reviewed periodically by
the Board and the Director. Broad guidelines for such a policy are found in "Trustee's
Reference Kit," LSCA Pioneer Library System In-Service Training Project -- Rochester,
N. Y. (,reference copy is available in the NLS/PR offic9). Specific immediate and
long-range goals and objectives should also be available . Invite the public to attend
Board meetings by putting the information in the calendar and on the library bulletin
board. ,

VIII - 7

COMMUNITY INVOLVEMENT

Good relations with the VFW group which owns the, adjoining building has resulted in
bingo checks given as gifts to the library, as well 'as the open offer of use of the facilities.- -
parking lot, rooms -- if needed. The Director CiCes not go out to community meetings,
either as a member of the audience or as a speaker- The trustees, to some degree,
participate in community activities. Classes, generally from the Herricks school district,
take tours of'the library. Library materials, which Erc'ive been offered for Welcome Wagon
packets, have not been used in this distiibution pattern of late. There is little or no
community involvement in library program or display planning.

COMME NT:

1. The Director and the trustees should make a concerted effort to get out into the various
communities wearing their "library hats."

2. The library should send out letters to community organizations offering program speakers.

3. Tours of the library by classes from all she school districts should be actively promoted.

4. Every opportunity to disseminate library materials, including Welcome Wagon packets,
should be followed up.

5. A community suggestion box at the circulation desk, comment sheets for display and
programs and a community survey are various ways of eliciting community reactions ,

and one or more of these should be considered.

INTERNAL STAFF4ELATIO NS

There are more than 40 members of the staff, most on part-time schedules.' Communication via
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staff meetings is difficult because of the split seheduling. Communication by staff
newsletter, Behind the Scene, is irregul r. A regular orientation is provided only for
pages, along with a procedure, manual ommunication with the Nassau Library System
is provided by the routing of Library Li s t6the professionals and subsequently posting
the current issue on the staff bulletin board. Frew, if any, staffer(have porticipated.in
the regular monthly tour of the Service Center -- again, because of scheduling . Staff
comments indicate an awareness of frustratidns caused by such scheduling -- no direct
chain of command or communication.

COMMENT,:

An examination of hierarChy and schedUling, in the interest of coordination and
communication, should be made with recommendations for improvement of sych

. conditions. New staff orientation should be contemplated as a regular procedure.
Shelter Rock staff should be encouraged to take tours of the Service Center, whenever
feasible.

FRIENDS Of THE LIBRARY

The Friends of th% Library, formed because of a need to create a new library, began as.:'

a dynamic force in response to a real need. Several' of the original members have be- ,
come library Board members . With the establishment of the library, the degree of
Friends activities dwi led Travel tours,, sponsored for several summers, and annual ,.
membership dues (obtain through a mailed appeal to the whole district) helped to build
up a substantial bank accou

Over the yeatS, the Friends group as become increasingly inactive . With the advent of
the,new building, it was hoped th t he Friends would become rebctivated and act as
ext spsions from' the library tops c "mmunity.
. ,

A dynamic president undertook thi task in 1973. Much research into Friends groups,
attempts to get people out to meet ngs, attendance at library Board meetings and con-
ferences with the previous Friends president -- all over a period of two years, has lecl (....

the current president to believe that the group is dorTant because no problem exists to
arouse them from their passive attitude. An appeal to help with cultural offerings at the
library had only one positive result - Friends. raised e ugh money to acquire a baby grand

Iffiano for the community room. MoQey is given willingly, but pa ticipation is not.

>->

COMMENT:

Most Friends groups function best when there is an urgency. No urgencies exist at the
Shelter Rock library . Another way Friends function successfully is at annual budget time
Shelter Rock is in the fortunate position of not having to go to the publisior approval of
its annual budget. There is no lieal" community to act as an adhesive to bind peopl*.
together. Real tsks must be involved to encourage a lay group to perform on an active



and interested level.
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In thel5revious pages of this report, several lay committees have been suggested to
aid and abet library programs. Perhaps the time has come for the Friends to dissolve,
to turn over its bank account to the library,for use in programs and services, and the
organization of a new group -- a Cultural Council -- to be undertaken. In a.

community with a high proportion of creative, well-educated, middle-to-high
income residents there should be a core group willing to accept the challenge of
planning, as well as following through on, new and improved programs. Such a
group, representing a wide spectrum of the community, could biedivided into
,committees -- fine arts (including art prints lending), performing arts and films and
an historical society. Each committee Oould,work with the community relatio
specialist and meet from twee to time with the Director and the trustee assigned to
community relations. Care sliout ha taken to lIncorporate in the bylaWs of the
organization, rules for lengths of term of office to avoid developing a "power group."
Eventually, after such a Council has been firmly launched, efforts should be made to
work with similar groups representing neighboring libraries, in order to coordinate and
extend, rather than duplicate, cultural offeritigs.

- Relationships between any group of citizens, the Director, the Board and the staff
require thtie,`patience and tact. However, dt Shelter Rock, where community input

wand active interest is so minimal, it is particularly important that the establishment
of such relationships be of high priority. Guidelines for developing good will and
good relations with cfgroup such as a Cultural Council can be found in two excellent
books: Frie0s of the Library, Sarah Leslie Wallace, ed., American Library Association,
1962 qnd Theltibrary Trustee, Virginia Young, ed., Bowker, 1969.

RECOMMENDATIONS
4

A number of specific and general suggestions have been outlined in the preceding pages
for consideration by the Board and,Director to improve the library's communication with
its public, to strengthen its image and to extendand enrich its services. The Shelter Rock
library now offers good, oftentimes superior, services to its patrons. But it, like its
community, has untapped resources that should' be utilized, to help reach its potential as
one of the more outstanding libraries in the county.

The Bokrd needs to set a timetable in acting upon the suggestions offered. Follow-through
and cons1stency, along with a periodic review of goals and objectives for strengths,
weaknesses and current validity -- should maintain a strong library image consistent with
an accelerated, enriched plan of service.



A CONCLUSIONS AND RECOMMENDATIONS

After having dorre several library surveys, it does appear that there are certain almost
unavoidable pitfalls that result from examining a library plant with a fine7toOth.comb.
Faced with pages of suggestions for changes - some minor, others more pervasive - a
library staff and Board must wonder - "Aren't we doing anything right?" Hopefully,
the staff and Board at Shelter Rock will never let such a thought concern them for,'
without a doubt, the Shelter Rock Public Library is a strong public' institution ,which
daily provides innumerable and invaluable services for its citizens.. The library
planners have every right to bask in the light of a job well done. Consequently, the
following recommendation9are offerecl for consideration to enhance what is,indeed a

'very fine public library.

:01/4MAJOR RECOMMENDATIONS:

1. REORGANIZE THE STAFF STRUCTURE

.The present staff organization is charted in Chapter V, page 2. This structure does
not adequately allow for needed coordination, does noi provide some major_departments
(Reference and Technical Services) with leadership in the form of department or section
heads, divides the staff along an artificial line (job classification) that does not foster
library objectives, and in general, has.disadvantages that have been mentioned through-
out this report. It is therefore, the major recommendation of this survey that three key
pbsitions, representing major library departments, be established immediately below that
of Director with each department head reporting.to the Director and responsible for the .

smooth operat. n of a major library function. The three suggested positioni are: 1) Head
of Public Services, 2) Head of Technical Services, and 3) Head of Circulation. The first
two positions.- Public Services qnd Te nical Services - require professional personnel to
operate effectively while the third - irculation - should be staffed_with a Principal
library clerk. Responsibilities for t e,Head of Public Services should include coordination
of all age level services (includi .1 Children's), reference services, audio visual services,
and special projects, outreach/p,gramming services. Establishment of suclia position
should include allowance for gditional compensation so that the person filling 'the position--
is in charge of the library in the absence of the Director. This proposed position - Head
of Public Services would become the second most important position within the organ-
izational scale. In restructuring the library's organization along functional lines,
provision mustbe made for page and clerical personnel to also be so assigned - in effect
then, a clerk would either be part of the Technioal Services Department, the Circulation
Department, or the Public Service Department and would report to assigned personnel
within that department. The position proposed for the Technical Services area is fully

107



IX-2

documented in Chapter VII and so requires no further clarification here. The
Circulation Department should,"in all prObability, provide for the Data Processing
section activities-as they are circulation services oriented but further study,Tlis
section's activities might present a credible case for placing Data Processing
activities within the Technical Services Department. When the organization shift

. is complete, the Director will have the following personnel reporting to him/her -
11 Secretary to thee Director, 2) Senior Account Clerk, 3) Custodian, 4) Head oft
Public Services, 5) Head of Technical Services, and 6) Head of Circulation Services.
Primarily, because'of the adjustment in the Technical Services procedures under such
a, reorganization, the interlocking areas of responsibility between the six position's
will be eliminated thus providing for a.workable and manageable span of control. It
cannot be emphasised too strongly that creation of these thr key positions alone
will not appreciably change the pattern of controls that dicta e library procedures
presently. Each of the three key persons must.also begs e needed authority to
effpctively supervise operations in their area-and must be aware of the responsibility
it-vested in theril throUgh th requirements of the position. To add emphasis to what is
meant by "authority," a defi ion from Local Public Library Administration seems,
appropriate: "Authority in management is best defined as the right to guide or direct
the actions of others and to-exact from.them responses which are appropriate to the
attainment of the organization's purposes':"-,(p: 87).

r t

2. REARRANGE THE LIBRARY'S INTERIOR

Theloyeliness of the present building housing the Shelter Rock Public Library and
excellent provision foi growth space lave been mentioned severaj places in this

report . Both the availability of spade and -the, ready adaptability of this space to other
purposes indicate that shifts in service emphasis should be followed by shifts in interior

gmentation or space assignment. Perhaps the most noticeable inconvenience resulting
fro he present space utilization can be found in the use of the meet/ing room for an
art gal e . Such a two-fold use of space means that this unsupervi;Orable area must be
manned cant from 3 p.m. until closing each evening, cannot be open to gallery
viewers dur'4 'e..ting room use, and is'probably not attracting a maximum numbei or
allery viewers.because it is separa from the main reading room areas - i.e . not

on the normal tratfloroute, Othe opera ons within the library also are'suffering in
varying degre s fe6m The t that in many areas hampers the most efficient

1\`'` delivery of se ice to the public. One example of the 'effect externals have on the
`delivery of se ice can be seen, in th 'asp of Reference service which, as the report
has mentioned, does not operate, from th ' reference" desk but from, the Adult Services'
Officd. In the YA section of Chapter VI, the use made of the carrel area as a site for
YA congregating that frequently leads to 'disciplinary problems was.me' ntioned -again
an example of the type problem that often surfaces with unsupervised segments of a
public building. Inan--attemp_t_to correct these and .other difficulties 4ncountered with
the present separation of areas in the c e;rnrlihtir'---oor it is suggested that:

1) the present YA area (500 sq .ft .) be converted, into an art gallery complete
with glass partitioning to form separate yet viewable exhibit space within
the library.
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2) thie present Art and Music section of the library (600 sq.ft.)le converted
into the YA area 'of the library and.be furnished with YA's in mind' (see YA
section of Chapter VI).

3) the present Art and Music section of the librari be iniegrated into the
collection With reference Art and Music going into the reference collection

a
and the remaining materials (eXcluding phonodiscs which deserve a separate

,fr display) being shelved in their regular Dewey sequence.
o

4) the present carrel space be devoted to an enclosed periodical storage and
reference workroom area to eliminate the congestion of the present workroom
areq.and eliminate the need for storage ordder files of periodicals in the
publ.ic browsing ar Such a plan should include far more reliance on
microfilm copies aperiodicals and less reliance o,n extensive backruns of
older issues (thus also clearing the present workroom area of most, if not all,
older periodical holdiogs).

3) the preselit Adult Services Office be converted into a site for the data pro-
cessing operation associated with the circulation control program thus freeing
additional and more flexible workroom space for staff desks.

6) the gesent card catalog files be moved further into the adult section with
the most likely location being that of the *sent reading room tables.

7) the site of the'present card catalog be converted into a "recent additions"
browsing area complete with lounge furniture and listening stations.

V
8) the general area of the present reference desk and of the microfilm readers

be converted into headquarters for a Reference Department complete with at
least a two-man.station, an extenisdve "ready reference" collection, and the
main reference phone line for accepting outside calls. It will be crucial in
implementing this change that the circulation desk personnel have a clear,
vision path to the reference area to facilitate patron directing (meaning
removal of the vertical files from their present obstructing path - see Chapter VI,
Reference section)

3. ABANDON DEPENDENCY ON PART-TIME PROFESSIONAL STAFF & BEG I N PLANS
TO INCREASE PRESENT 6.41 F.T.E. PROFESSIONAL LEVEL TO 14 F.T.E's.

Chapter V outIrnes rather fully the need for at least 14 F.T.E. professional librarians
if Shelter Rock is to maintain a schedule.that requires an average of 260 professional man
hours per weeks. The 14 F.T.E's. should altow 'ade9uately for Mae's< vacations;off-the7
desk duty, and outside-the 7I ibrary contacts. In addition, this level of staffing should
provide for continuation and expansion of such services as young adult services, 1 & R

.9
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services, Talking Book services, age level programming services, audio visual services,
children's services, adult services, services for Seniors and disadvantaged segments of
the community, adult independent learner fvices, etc.

At least 2 of the 14 positions deselye7priority consideration for immediate inclusion -
1) another full-time Children's Librarian cmd 2) a full-time Refer*e Department Head
who would report to the Public Set-vices Librarian and have resppnsibility for dri"
reference personnel - both professional and non-piofessional,. Equ231Iy impcirtant will
be providing for the two new position's - Head of Public SeKices and Head of Technical
Services. Beyond these four additions, the board will have to gradually phase in We
added professional personnel necessary to conduct the present service program outlined.
Certainly, such a sizeable increase in salary, expenditures cannot be expected to occur
civernight and the Board needs to construct a, timetable for orderly implementation of
increasing the number of professional staff .

4. CREATE A PHILOSOPHY OF COLLECTION DEVELOPMENT OUTLINED IN A
BOOK SELECTION POLICY STATEMENT

The various sections of Chapter VI have covered the present stage of collection
development and made suggestions for some shifts in policy to allow for strengthening
certain areas. For.,example, the whole collection'- juvenile, yotIng adult and adult -
stressesn-fiction kelections and de-emphasizes, fiction materials (an obvious policy
,developedfor compiling a strong collection durifig the e ly years Of the library's
existence) . Now it,is evident ,*at fiction for th adult bnd juvenile collections
ne.eds.some concentrated.attention and that you adult fiction should be re-evaluated
in t&ms of the collection's limited age-range a peal.. Another facet of the collection
that shMld receive alm"..annual assessment is the Art and Music area. Also, the
importance that non-book terials - record, cassettes, slides, open-reel tapes,, etc. -
'should play in the ov... collection needs to be examined. The stated objective -
"to select for the bi- d, general interests of the public" - has merit but may not
necessarily be reflected in the materials on hand. Once a philosophy has evolved,
then the process of convotingkleas into purchasing guidelines should begin. A Book
Selection Policy shoolWeflect the staff's inputi..the Director's input, and the Board's
input and final approval . A section of the document should outline the library's discard
policy which, as the report has shown, needs to be greatly stepped up. Book Selection
Policies in American Libraries, ed, Calvin Boyer and Nancy Eaton thould'prove useful
in.structuring any. Book Selection statement. And, fortunately, a recently issued study
entitled, Weeding Library Collections (Stanley J. Slote, c. 1975), should prove in-
valuable in deVising a discdrd policy that is both workable and can be Fait to immediate
use.

5. CONSTRUCT A POLICY AND PROCEDURE MANUAL

Samples of such organizational manuals, that are made available to each staff
member, can be secured through the Nassau Library System Office. Sections in such
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.
a manual pioull cover: 1) the library's o lectIves, 2) the organization chart of

. .
the lib , 3) matters concerning staff ppomt nt (recrultment, tenure, etc.),
4) s ptprovisions (attends %,at co entions, workshops, encouragement

yif urther education, etc.), 5) ,staff eve uation p ocedures, 6) promotions, transfers,
7demotio-m, 7) procedures when leaving mploy nt, .8) working conditions and/or

staff rules and regulations, 9) leave po icy, 10) fringe ben 11) compilation/4
of Board policy on the operation of the library it policy, meeting room use policy,

6. AS N PRIORITY TO DEVELOP NG STR bNGERTIES WITH THE COMMUNITY

Both the Community ations Program (C apter VIII) and e section on Librpry
Use by Organizations (C ter VI) have full coy ered the ed for furthueribrary
involvement in the Nig of t e community . rtolnly, a step ip.thidrrection would be
. ementation of a monthly newsleter to th District citizens, Dr Community Cultural
Council suggestion would also be helpful in ementing ties. of course, more
time muqt also be scheduled for professional to spend out it the community, represent-
ing the library orfBoards and committees and making prefe4ations. Additional detail
on methods and means of achieving stronger c,rrnunity relations are, outlined in,the two
ch_gptgis mentioned.

7. SECURE THE SERVICES OF A GRAPHICS DESIGNER,TO PRODUCE APPROPRIATE
LIBRARY GUIDING AIDS .

Given the interior decor of the Shelter Rock Public Library, it appears that the
staff has objected to haphazardly putting up signs because they might detract Worn the
logical and orderly arrangement that is predominate throughout. Without some in-
formational devices though the "self service" appeal of the library is lost on many
patrons and their frustration may lead them to abandon their information puriuit.
Suppose, for example, a patron discovered at the card catalig that his book was loc e

in the "LT" section - how t, proceed? Without assistance in discovering. that "
means Large Type and then tracking down the location of the Large Type cal ction, a
patron might never secure the volume sought. The audio visual secti 6f Chapter VI

and how to proceed to get them unlocked and operative. Consid ing thei;olkY of
pinpointed the need for softie inforrrtional clues as to what the "w odenzubes" Were

seldom if ever manning the Art anditusic.idesk, the YA desk, and file Children's desk,Idit coulcrbe,assumed some guidance on how to secure professional assistance is ed
in eoch.aretr. These three instances of gliding inadequacies are indicative of ny

many more cases thOt require expert assistance to eliminate. In furnishing patrons with
better guidance, consideration should be given to including wall hangings, wall panes,
standing signs, .colored coded guides, printed guides, informational publications (similar
to the recent Shelter Rock publication 7 "Shelter Rock Public Library Periodical Holdings,
1975"), audio visual presentatidns, an information station, etc . `ration of a unified

....7...
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appro ch to guiding should be done cooperativel)k with the k4wledge of the librarian
and th t of the graphics designer combined to produce desired results - i.e.,.better
del ive of service to the patron.

---,B. RE ITALJZE THE COMMITMENT MADE DURING THE BUILDING'S DESIGNING
HASIZE AV MATERIALS, EQUIPMENT, & SERVICES

At the time of, the architectural creation of the Shelter Roe< Public Library there
were numerous attempts to provide adequate wiring and design to support a
vast AV programming effort. Although it cannot be said that Shelter Rock has totally p.

abandoned concern for AV services, a full array of AV services has never materialized.
If a commitment to AV is made, then Shelter Rock should expect 1.6 expand resources .

in all current formats and secure some AV formats not presently available such as slides
and filmloops and open-reel tapes. The recommitment to AV should.begin with the
Juvenile holdings - particularly the immediate utilization of the available wet carrels ,

for housing listening and viewing stations. Consideration should also include 'plans to
loan equipment - cassette playerst tape recorders, 16 mm projectors, etc. If AV is
given some priority in terms of staff time and monetary expenditures then the program-
ming aspects of media should also be,expanded to include more frequent film discussions,
fil lecture prsseehtations, creative media instruction, etc .

9.. DEVELOP AND EXPA D PROGRAMMING OFFERINGS

I
The highlight of the Shelter Rock programming activity centers around the Sunday

concert series." More prog um-ling during the early morning crnd afternoon hours to
attract housewives and Sent rs is needed. Young adult programming is virtually non-
existent and st be given ore priority by the administration so that poetry groups
or 'film seri dr discussion ssions are part of the normal library fare. Juvenile pro- .

gramming that:would interest older children, parents with children, and those individuals
working with children should be devised andput into operation shortly. In effect, Shelter
Rock has been`placing emphasis on programming that would appeal-primarily to an Art
and Music oriented audience. The time to diversify is afi hand so that a mom vest array
of persondlity interests can be catered to.
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ease compley these sheets. If additiptiS1 spaee is needed, use the back of the form. These sheets
II be the basis for holding interviews with randoply selected staff.

me:

assification:
f)

sition Title (if different):

mediate Supervisor:

Date:

BRIEF GENERAL DESCRIPTION OF DUTIES

f Total Time--
nt on Each Duty Duty

ti

4

What characteristic of your library, or its patrons, or the interaction of both, is different from
that of other publiclibraries 2 Please explain.

List other public libraries that you are familiar with, i.e. in which you hai:re been a visitor or
patron. If you worked in another library, please indicate that also.

4 V 46 err/



C-2
If unlimited--or at least generous -- funding were available, what new program function would
you like to see initialed by the library?

Under the same conditions, what present program would you like to see expanded? In what way?

On the other hand, if funding were mit,
eliminated with the least adverse effect

hich of the pregent operations do you think could be
on library usage ?,

fX\

Do you think the orgEiniiational structure of the library and the procedures under which it .

. iainoperates are: poor adequate good Please expl.

Do you think the organizational structure of the department of the library, in which you work is :`
poor adequate good . Do you. think the procedures under which you operate
are: poor, adequate good . Please explain, and if you have alternatives in,
mind, indicate how you would like to see it operate.

Do you think your agency is adequately staffed? Yes No . If l'n6", do you think
staffing would be adequate if organizational or procedural changes were made? Yes No
If "no", what positions and how many-of each would have to be addedin order to bring staffing to the
desired level? .

What one change would you hope to seeOOO-M. as a result of the Bury' ey,..?
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